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INTRODUCTION

Roughly speaking, the world is divided into two classes :

those who use the Card Index System and those who

do not. This little volume is compiled for the last-

named class ; it is in no sense technical, and it makes

no pretence of discussing problems of interest to the

expert. The aim has been to explain a simple and

practical system in the simplest and most practical

manner. Keeping this object in view, general principles

have been illustrated where necessary with forms of

an entirely elementary character. The purpose of

these forms is merely to be suggestive and to enable the

business man to appreciate the possibilities of the Card

Index. In the same way, the illustrations of appli-

ances supplied by various makers have been selected solely

with the object of elucidating the text. The makers

from whose catalogues they are chosen are all engaged in

the production of office furniture devised to make system

possible, and their catalogues should be carefully

studied in the light of what has been written. If the

effect of the following pages is to make those catalogues

comprehensible, this little volume will have justified

itself. One hopes, however, that it may also be of use

to the rising generation of business men, a considerable

percentage of whom recognise that changing conditions,

and ever-increasing ^competition demand improved

v
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VI INTRODUCTION

organisation, more exact knowledge, better and more

economical methods, in securing all of which the Card

Index System plays no small part.

Acknowledgments are due to

—

The Globe-Wernicke Co., Ltd.,

The Libraco Co.,

The Library Bureau, Ltd.,

The Shannon, Ltd.,

The Amberg File and Index Co., and

Messrs. Fordham & Co., Ltd.

,

all of whom have permitted illustrations from their

catalogues to be used in the text. It would be un-

grateful not to acknowledge with appreciation the

obligation owed to the publishers of that most excellent

business magazine, " System/' from the pages of which

anyone interested in modern business methods must

inevitably derive some inspiration.



CONTENTS
CHAP, PAGE

I. PRINCIPLES OF THE SYSTEM . • . 1

II. HOW THE SYSTEM IS WORKED ... 9

III. FILING CATALOGUES AND PRESS CUTTINGS . 27

IV. NAME AND SUBJECT CARDS . . .35
V. customers' and enquiries registers . 47

VI. STOCK-ACCOUNTING and subscription

REGISTRATION . . . . .62
VII. THE CARD INDEX LEDGER . . . .73
VIII. COMPONENT PARTS OF THE SYSTEM . . 84

INDEX 95





LIST OF ILLUSTRATIONS

1. Alphabetic Card Index Drawer (Library
Bureau, Ltd.). ...... 4

2. Guide Cards (Globe-Wernicke) ... 5

3. The Vertical File Folder (Fordham & Co.,

Ltd.) 9

4. The Vertical File Drawer (Libraco, Ltd.) . 10

5. An Upright Vertical File Section (Globe-

Wernicke . . . . . . .13
6. Three Sections Combined (Globe-Wernicke) . 14

7. A Useful Pamphlet File Box (Library
Bureau, Ltd.) . . . . . .28

8. Catalogue Index Arranged under Firm
Names (Globe-Wernicke) . . . .30

9. Catalogue Index Arranged under Subjects
(Globe-Wernicke) . . . . .31

10. Name Cards (Libraco, Ltd.) . . .37
11. Reminder Tray (Globe-Wernicke) . . 44

12. Real Estate Record (Shannon, Ltd.) . . 46

13. Customers' Register Geographically
Arranged (Globe-Wernicke) . . .48

14. Method of Affixing Signals (Libraco, Ltd.). 54

15. Section of Follow-up File (Shannon, Ltd.). 57

16. Section of Stock Account Register (Globe-
Wernicke)....... 63

17. Cost Register ...... 66

18. Subscription Guide Cards . . . .67
19. Staff Card 69



2 THE CARD INDEX SYSTEM

under subjects and arrange each separate set of titles

in alphabetical sequence, practically necessitates the

use of an independent card, or slip, for each separate

' title. With one such slip or card for each title, the

classification and arrangement of the catalogue becomes

a matter of simplicity. From the use of cards merely

as an aid in compiling an index, to their establishment

in a permanent form as themselves the index, was only

a step, but none the less it was a step having far-reaching

results, for on the basis of this simple and obvious

device has been built the card index system which has

so largely influenced modern business organisation.

The Suggestion of Finality.

The first librarian to adopt the card index as a means
of cataloguing the books in his care must have contem-

plated with satisfaction the work he had accomplished.

Unlike the catalogue written in a bound book, the card

index suggests finality, the addition of new volumes

causes no disturbance nor disorder, for an addition

merely necessitates the writing of a new card which

is easily slipped into its place, and as a consequence

the re-writing and re-arrangement of the catalogue

is no longer a necessity that sooner or later must be

faced. Realising this the librarian must have felt

that the completion of his index marked an epoch, and

probably contemplated the early adoption by every

other librarian similarly placed of a system the merits

of which wTere so obvious.

Curiously enough, however, it is the obvious which is

always the last to secure recognition, and even to-day,

after much ingenuity has been expended in designing

appliances which make the card index adaptable to

the requirements of every business, profession, or

institution, not less than to those of the librarian and
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private person, all that can be said is that numerous
as are the users of the card index system, those who
deny themselves its services outnumber them.

The Basis of a System.

Primarily the card index in the business house is to

be regarded as the basis of the system of filing letters,

documents, catalogues, samples, and every other sort

of material which for one reason or another, must of

necessity be made accessible at a moment's notice.

Just as the card index in the library indicates the

exact location on the shelves of every single volume,

so in the business house the card index makes it possible

to turn up and refer to any letter, document or other

article as it is required. The existence of an index

drawer entirely distinct and separate from the drawer
in which the actual filing is done differentiates the card

index system of filing from all other systems. It may
be argued that a file equipped with an indexing arrange-

ment in which letters can be placed under the initial

letter of the writers gives the same results with half the

labour. To this the reply is that such an alphabetical

arrangement does not and cannot give the best results,

and to it there are other objections which will be dealt

with later. .

Before doing so, however, some attention may be

given to the card index drawers whose primary purpose

is to provide an index to the correspondence file. In

these drawers will be found a card giving the name and
address of each correspondent, and these cards will

indicate the exact position of the letters written by
them. These cards then provide a record of the names
and addresses of those with whom business is being

done. The entire series is alphabetically arranged

in the card index drawer and reference is made easy by
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a series of projecting guide cards. The addition of

new names, each on its separate card, the withdrawal
of old names no longer required, present no difficulty

' and interfere not at all with the alphabetical sequence.

With the minimum of attention the card index drawer

Alphabetic Card Index Drawer
(Library Bureau, Ltd.)

provides a complete list of such names and addresses

as are required, arranged in such a manner that any
single card can be consulted at a moment's notice.

Primarily, as has been said, these drawers serve the

purpose of an index to the files, but it requires little

experience to appreciate the other purposes which such

an index or register would serve. Comparison may be

instituted between a list of names and addresses so

arranged and a similar list kept in a bound book.

Continuous and Orderly Sequence.

Can the old-fashioned address book provide the same
service that the card index offers ? In the address

book every name is indexed under its initial letter,
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S£T OF 5 ALPHABETICAL GUIDES

Guide Cards (Globe-Wernicke)

but to find the name required often necessitates a

search through several pages, for additions and cor-

rections must destroy alphabetical sequence, and dead

2—(1565)



6 THE CARD INDEX SYSTEM

matter cannot be withdrawn. Beyond this the address

book is limited ; at some time or other it must be re-

written and re-arranged at considerable expenditure

of time and effort. The card index, on the other hand,

allows for unlimited expansion. It may be commenced
with a hundred cards in a single drawer divided by but

twenty-five guide cards. The hundred cards with

increasing business may swell to thousands or tens of

thousands ; the single drawer may grow into a cabinet

of twenty drawers, but the alphabetical sequence

remains and the original hundred cards are still in use,

and each one can still be found with the same ease and

certainty as was the case when they constituted the

entire series.

A " One-place '

' System.

Nor is it difficult to realise that the possession of such

a register directly encourages system. The card system

is a " one-place " system. Respecting every name on a

business man's books there is some information which

once obtained should be noted for future use. Apart

from such ordinary facts as telephone numbers, tele-

graphic addresses, cable codes, shipping instructions,

there is a variety of information of special interest to

each particular firm. With the card index at hand,

a place is provided for such information to be noted

with the certain knowledge not only that it can be

referred to when required, but that it will be brought

forward automatically if required.

The old-fashioned business man flatters himself on

carrying such knowledge in his head. He considers

it a subject for pride that twenty years' experience has

taught him the idiosyncrasies of his customers, their

standing, their possibilities, and indeed, all that there is

to be known about them. He overlooks the obvious
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facts that his memory is fallible, that he is not immortal,

and that even at its best his attempt to monopolise

knowledge compels him to devote much of his time to

detail work which should devolve on subordinates,

and thus lessen his capacity for other and more
important work.

To urge as an objection to the card system of filing

that the necessity for creating an index increases the

work involved, is to ignore those subsidiary uses to

which every register may be put, and yet this objection

is more frequently heard than any other, and is largely

responsible for the antiquated and unsystematic methods
of dealing with correspondence that still survive in too

many quarters.

A cursory examination of the basic feature of other

systems—that is, the division of the filing drawers

under some alphabetic arrangement—reveals at once

the inherent weakness.

The Inflexibility of the Letter File.

Like the bound address book the alphabetical file,

whether it be a box file or a horizontal cabinet file, has

no flexibility. It is inevitable that some compartments
will fill more quickly than others, it is inevitable that

the letters of different correspondents will occupy the
same compartment, it is inevitable that sooner or later

a clearance will have to be made. The result is waste
space, confusion, loss of time. The transferring of

correspondence from such a file to transfer cases presents

all sorts of difficulties, and unless the utmost care is

taken, reference to papers so transferred becomes a

matter of the greatest difficulty and uncertainty. More
than this, the alphabetical file provides no means by
which it can be adapted to the needs of a growing busi-

ness. Sooner or later the capacity of a file having no
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elasticity will be insufficient to meet the demands
made upon it. Apart from the actual monetary loss

involved in the substitution of a new and larger cabinet

for the one outgrown, the more important loss of time

and efficiency resulting in the disturbance of a vast

collection of documents must be considered. The
card system, on the other hand, is an expanding system,

a system which allows files and appliances to grow
and develop as the business demands, and during the

process of that growth there is neither disturbance,

confusion nor reorganisation.

Hidden Mines of Information.

Furthermore, an alphabetic file is a dead, inanimate

thing, giving forth only such information as it is com-
pelled. Hidden away in its compartments may be

useful information about new markets, new customers,

new business of every sort, information which could

not be used when received but in view of later develop-

ments becomes important. To locate such information

may or may not be possible, but the chances are that

the names of the correspondents in whose letters it

appears are forgotten, its very existence may be over-

looked, and for all practical purposes it is lost. It

comes then to this that an alphabetic letter- file is at

the best a receptacle for correspondence, and at that

an imperfect and inconvenient one. A file based on the

card index system is, on the other hand, a satisfactory

and economical system of dealing with every sort of

material, and is moreover a thing alive, ready at all

times to place at the disposal of those who consult it

all that information which in the past was regarded

as the special attribute of the man of long experience.



CHAPTER II

HOW THE SYSTEM IS WORKED

Having stated the objections to any system of filing

dependent upon the actual file drawers being arranged

alphabetically, it is hardly necessary to say that under

the card index system the filing cabinets are arranged

numerically. These cabinets, which in design are

similar to the card drawers, but larger, are made either

quarto or foolscap size, so that unfolded papers may be

placed in vertical file drawers just as the cards are

placed in the smaller card drawers. For each cor-

respondent a folder is provided, and in this folder is

placed the letter received, and a press copy of the

*o*

The Vertical File Folder (Fordham & Co., Ltd.;

9
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answer thereto. Each succeeding letter from the same
correspondent and the reply is inserted in the folder,

so that at any time the entire correspondence is available

for reference, the last letter always being topmost.

For the purposes of reference the folder and its contents

may be removed without disturbing other correspondence.

Numerical Arrangement.

The card index system has been called a one-place

system, and this exactly describes it. In commencing
to file in this way the letters of the first correspondent

are numbered " 1," the folder in which they lie is folder

" 1," and takes its place as the first folder in the first

The Vertical File Drawer (Libraco. Ltd.
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drawer of the vertical cabinet. So long as the person

to whom folder 1 continues to be a correspondent,

his number in the correspondence file remains " 1,"

and this fact may be always ascertained by turning

to the card drawer and finding in its alphabetic position

the name card of the writer or firm. Each new corre-

spondent is given the next available number in rotation,

and for each folder so allotted a name card must be

made out for the card index and the number clearly

shown thereon. To facilitate reference the vertical

file drawers are provided with guide cards numbered
in tens, and each drawer has a label holder in front,

in which is inserted a label showing the number of the

first and last folders contained therein. Folders

themselves can be obtained with tabs. These tabs

should run across the drawer from left to right, the tab

on the extreme left showing a " 0," and that on the

extreme right a "9." Opening a drawer, say to find

number 209, the eye is instantly attracted to the guide

card marked 200, and without pause passes to the

folder tabbed 9, which stands out in close proximity.

With an alphabetic arrangement it would be almost
impossible to obtain the same exactitude of position,

and it may be assumed that the time occupied in finding

a number from the card index drawer is compensated
for by the shorter time occupied in extracting and
replacing folders containing the correspondence. The
actual time taken in filing the day's letters is, however, a

matter of small moment one way or another, for the

permanence of a file arranged numerically and worked
with the card index, its capacity for indefinite expansion,

to say nothing of the greater efficiency resulting from
the use of the cards, would far more than outbalance
any small additional labour required in the work of

filing.
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Laziness or Lack of Foresight.

The letters of each correspondent being assigned to

a numbered folder it will be seen that the vertical

filing cabinets are filled drawer by drawer. As the

business develops new cabinets are added, but their

presence in no way disturbs the sequence, and necessi-

tates no re-arrangement of the drawers already in use.

That anyone receiving half-a-dozen letters a day or

more should use any other system is due to idleness on

the one hand, or lack of foresight on the other. On
the one hand, the few minutes required to grasp the

principles of indexing, and the time to make out the

necessary cards is grudged; on the other, when corre-

spondence is light and the alphabetic files have still

room and to spare, it is not easy to foresee that con-

gestion at a later date must mean either confusion,

or the expenditure of considerable time in re-arrange-

ment. Such, however, is the inevitable result, and even

after this troublesome re-arrangement there is still no

permanence, and further re-arrangements are equally

inevitable if confusion is to be avoided.

When installing the card index system this element

of permanence should be remembered, otherwise the

initial cost may seem excessive. As in most things,

however, with files the best is cheapest, and any initial

saving that may be effected by the purchase of shoddy
makeshifts will in the long run prove mistaken economy.

Parallel Growth.

It must further be borne in mind that a system thus

capable of indefinite expansion obviates the necessity

for hampering a business with appliances of a larger

size than are immediately required. A single vertical

unit containing three drawers for filing correspondence
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may be first installed, and a year later a second unit

be added doubling the capacity, whereas with any

other system a cabinet sufficient to meet all demands

"Sicks ritermtk?

An Upright Vertical File Section
(Globe-Wernicke)

for a period of years must be purchased at the very

commencement. In the same way with card drawers

and other devices, all of which are made by the leading

makers on the sectional or unit principle, so that whilst

the appliances may continually be increasing in number,

nothing but the limits of wall space stops the growth

of what is in effect a single piece of furniture.

If the card index system makes it possible not merely

to provide a place for every letter, catalogue, sample,

or other article which the business man wants to keep,

but also indicates without question the exact position
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Three Sections Combined

of that article the moment it is required, it is obvious

its working must require more attention and more
intelligence than is usually expended on filing where a

less efficient system is in use. Once started, however,

on carefully thought out lines, it becomes a mere matter

of routine, provided always there is enough supervision

to secure strict adherence to the rules first laid down
and to check at the commencement any tendency to

neglect the comparatively small amount of daily work
necessary to its smooth working.

The Contents of the Files.

In any business, large or small, it is necessary in the

first place to settle very definitely what materials the
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files are to contain and to what extent classification is

necessary. The materials involved may include

—

( 1

)

Correspondence

.

(2) Agreements.

(3) Invoices.

(4) Catalogues.

(5) Press Cuttings and Printed Matter.

(6) Samples.

(7) Electros.

Whether all these classes, and possibly more, are

required, or whether the number may be reduced to

two or three, must depend entirely on the size and nature

of the business, but too much emphasis cannot be laid

on the necessity for deciding this question at the very

outset, setting forth the decision in writing and clearly

defining the limits of each class. To omit such a

precaution is to invite disaster. By this it is not

suggested that there is any virtue in a multiplication

of classes, but merely that every sort of material must

belong to one class or other, however few or however

many classes there may be. Examining the affairs of

a manufacturing business some little time ago the writer

experienced the greatest difficult}7 in tracing various

agreements that were known or believed to exist.

Some of these were under seal, and the stamps upon
them seemed to have suggested their being placed in

the Company's safe, others being incorporated in

letters had a place in the correspondence folders, and

still another series being memoranda drawn up at a

personal interview were filed in a haphazard fashion

in a miscellaneous alphabetical file sometimes under

the name of the second party, sometimes under the

subject dealt with. The natural result was confusion,

uncertainty and loss of time, and this was due to the
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absence of any definite decision on this question of

classification.

In the case mentioned the agreements in all numbered
less than two score, some were for long periods, some
for short. Being so few in number they hardly merited

a class to themselves, but, on the other hand, the argu-

ments against keeping such documents in the corre-

spondence folders could not be ignored. The simplest

solution was found in collecting all agreements together,

numbering them and storing in the office safe. A list

containing names and numbers was then made on a

card and inserted in the correspondence index drawer

under the word agreements, and a note was further

made on the name cards of each party concerned.

Such treatment was, perhaps, not strictly according

to rule, but it served every purpose and obviated the

necessity of creating a special class with an index of its

own for a series of less than forty documents.

The Question of Classification.

In considering the question of classification the

requirements of the particular firm concerned must be

the first consideration, and having settled what classes

are necessary a distinctive class letter must be assigned

to each.

Correspondence may be " A," invoices " B," catalogues
" C," and so on. Each class will then have its own
file, the label holder of which will show the class letter

and the first and last folders it contains. Each file will

also have its own card index, the drawers of which

will be similarly marked. As a further means of

distinction colours may be introduced. That is to

say, folders for the " A " files, cards for the " A " index,

labels for both "A" files and " A " card drawers

may all be buff, all B appliances blue, and so on.
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Having settled this question of classification the

actual filing becomes a simple matter. As has been

said each correspondent is assigned a folder, and as

each fresh number is thus allotted to a particular

correspondent a name card must be made out showing

the name of the firm and the call number allotted in

the vertical file.

The System in Operation.

In practice the day's letters will reach the filing clerk

with copies of replies pinned thereto. The name of

each correspondent must first be looked up in the card

index, and the call number clearly written on the right-

hand top corner of the letter. When no name card

can be found the assumption is that no folder has yet

been assigned. We say advisedly, assumption, for

before deciding that a new name card is necessary every

precaution must be taken to make certain the assumption

is correct. Probably the letter itself will show at once

whether others have or have not preceded it, and if it

appears not to be the first letter from a new corre-

spondent an explanation as to the absence of a name
card must be discovered. The explanation may be

that the earlier letters of the series were signed by
John Jones, and came from a private address, and now
the negotiations have been handed over to the firm of

Smith and Jones, of which John Jones is a member.
The treatment of such a case would depend on the

circumstances, but if the correspondence with Jones,

had referred only to this one matter, his folder would
be transferred to Smith and Jones, his name card would
be marked " see Smith and Jones," and a new name
card would be made out for the firm Smith and Jones
giving the call number that hitherto had been Jones's,

and into the folder bearing that number would go both
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the letters from Jones and from the firm Smith and

Jones.

Importance of Name Cards.

The absolute importance of making out name cards

at the time folders are assigned must always be insisted

on, but at the same time a filing clerk should hesitate

to assign new folders until he is convinced that the

letter comes from a new correspondent. When he is

convinced he ascertains the number of the first avail-

able folder, marks the call number on the letter and
makes out the name card.

In the act of placing letters in a folder the clerk should

accustom himself as a matter of habit to compare the

letter head of the letter he is filing with that of those

already in the file. To do so will take no appreciable

time and an effective check is thus provided against

misfiling. A careless clerk may occasionally confuse

similar names and get the wrong call number, but by
keeping his eyes open when the folder is before him
such a mistake is brought to light and can be rectified

before any damage has been done.

It will be seen that the method of filing correspond-

ence in numbered folders and securing easy access to

those folders by means of an alphabetic card index

entails no more time than is required to write out a

single name card for each correspondent. For a set

of five hundred folders, five hundred name cards provide

an index capable of doing everything which the al-

phabetic file is supposed to do. That in practice the

cards exceed in number the folders in use, is due to

the fact that the card index makes a more complete and
perfect system of indexing possible. In the case men-
tioned above where letters were received first from

John Jones and then from the firm, Smith and Jones,
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there remain in the card index two cards, both pointing

to one and the same folder, so that in the future which-

ever name is looked up the call number showing the

folder containing the entire correspondence is furnished.

In the alphabetic file this correspondence would have

been divided and without some clue great difficulty

in tracing one or other half of the correspondence would

have been experienced. Under the card system even

if circumstances necessitate two folders, the cards,

together with cross references, bring all the letters

together. In any case, where there is a possibility of

letters being looked for under either of two names a

second name card must be made out, and each of these

cards must be marked with a cross reference to the

other. A sufficient reason for insistence on this cross

reference is that it makes possible the withdrawal

of all name cards referring to a particular folder should

the contents of that folder at some future date become
useless and be condemned as dead matter.

Characteristic Possibilities.

In addition to elaborating the index by the inclusion

of second name cards in cases where any doubt may
arise, the card system provides opportunities for index-

ing the correspondence itself in a way that is possible

under no other system. To do this effectively requires

a certain amount of judgment and intelligence, and
as the requirements of different firms differ so con-

siderably, it is hardly possible to do more than indicate

the methods employed, and suggest that experience

will in a short space of time indicate the extent to which
this subject indexing should be carried.

In almost any given letter it is possible to pick out

two or three subjects, or place names mentioned, and
index them without adding in the smallest degree to
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the general value of the index. The question of what
to index can only be settled by deciding whether the

letter contains any iniormation likely to be useful at

some future time. If it does, cards should be provided

under as many headings as are necessary ; if it does not,

then it requires no card beyond the name card, which

probably is already in existence.

A certain type of clerk, if given a free hand, will index

for the sake of indexing, apparently under the impression

that the value of his work is to be judged by the number
of cards used. Such misplaced energy should of course

be repressed at once, as the multiplication of useless

cards is a hindrance rather than a help.

The System at Work.

A principal or manager, who himself superintends

the installation of the card index filing system in

substitution for an alphabetic system will during the

progress of such work get a very good idea of the extent

to which subject indexing can advantageously be em-
ployed in his particular business. Taking his alphabetic

drawers one by one he can rapidly divide the corre-

spondence into two classes, the first being the letters

of regular correspondents of the firm, the second, the

letters of casual correspondents and miscellaneous

papers. The first-mentioned can be handed to a clerk

whose duty it will be to allot folders and prepare name
cards showing the call numbers of those folders. The
others will be retained to be looked through. A file

that has been in use any length of time will under these

circumstances bring forth a considerable amount of

useless matter, the preservation of which can serve no

useful purpose, but in addition there will almost certainly

be found not a few papers, letters and memoranda that

have either been forgotten or that have been so filed that
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they could not have been found when required. This

fact will in itself suggest how such papers should be

indexed, and for indexing them in greater detail than

the letters of regular correspondents the reasons are

obvious. Firstly, the names of regular correspondents

are familiar and their requirements usually fresh in

the mind, and whilst even with their letters a certain

amount of subject indexing may prove desirable in the

future, the work of going through accumulations of

old letters will generally be considered too big a task

to tackle. With the odd letters it is different. Many
of them will be from strangers whose names suggest

nothing ; they may contain information which could

not be acted on at the time but which later is of import-

ance. Such letters should therefore be not merely

indexed under the name of the writer, but a second and
possibly a third and fourth card should be made out

under subject or place.

Ready to Supply Facts.

The card index, as has been suggested, is ever ready

to give out such information as may be required, and
that this is no exaggeration may be seen by considering

the treatment of these letters from persons who are not

regular correspondents.

Amongst them may be found all sorts of suggestions.

Messrs. James Robinson & Co. may have written

from Shanghai applying for an agency for Northern

China. At the time this letter was received earlier

arrangements may have prevented its being considered.

A couple of years later an agent is wanted in Shanghai,

but it is improbable that the name of the correspondent

can be recalled, and under the old system the corre-

spondence cannot therefore be found. In transferring

these letters to the vertical file several cards will be

3—(1565)
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made out depending upon the particular business.

Three, at any rate, suggest themselves.

ROBINSON (James & Co.) 234

Shanghai

Agency for Northern

China applied for 2/2/08.

CHINA (Northern) 234

Agency applied for

James Robinson & Co.

Shanghai 2/2/08.

SHANGHAI 234

Agency Northern China

applied for, James Robinson & Co.

Shanghai 2/2/08.
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Whenever a situation arises where advantage could

be taken of the offer of Messrs. James Robinson, the

card index drawer would with one or other of these

cards promptly indicate the exact position of their

correspondence, even though the name of the firm had

been forgotten.

Classification of Schemes.

Again, from time to time schemes are considered

and estimates obtained with a view to economy of

working, or increased efficiency. A variety of reasons

may prevent their adoption. At a later date the same
scheme, with or without modification, may come up
again.

In a file arranged alphabetically papers referring to a

single proposal might be in one of half-a-dozen places,

or one might be in each one of the half-dozen with no
means of being brought together. Suppose, for example,

that a suggestion had been discussed for substituting

steam lorries for horse-drawn vehicles actually in use.

In three or four different places would be estimates

from steam lorry makers ; somewhere else would be a

comparative statement showing cost of maintaining

and running existing horse lorries and the estimated

cost of steam vehicles. As each of these papers turned

up the question would arise as to whether it would
have been sought for under the letter it was filed. Such
estimates might and would be looked for under the

makers' names if those names were recollected, but the

chances are some of them would have been forgotten.

To index these under the card system, then, obviously

we require a name card and a general subject card.

Our comparative statement, however, refers to lorries

as well as steam lorries and this necessitates a second

subject card.
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LORRIES 235

Comparative Statement Showing cost of

Maintenance compared with estimated

cost

\

of Steam Lorries

STEAM LORRIES 235

Estimated Cost Maintenance

See also Power Waggon Company

Foss & Co. Ltd. (q.v.)

POWER WAGGON COMPANY 237

See also Steam Lorries
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A name card would also be made out for Foss & Co.,

Ltd., and any other firm tendering, on each of which

would be a reference to steam lorries.

If the firms estimating for the work number half-a-

dozen, a name card must be made out for each and a

reference made to the name on the " Steam Lorries
"

card. In this way all the information is accessible, no

matter under what circumstances it may be required.

A little experience, as has been said, will very quickly

show the extent to which subject indexing can advan-

tageously be carried, and an opportunity of gaining

this experience is provided by the work necessary in

the transference from the old style files to those worked

on the card index system.

This transference being completed, the folders having

all been placed in the vertical files and the cards giving

the call numbers arranged alphabetically in the card

index drawer, the new system, as far as correspondence

filing, is completed, and it will be found that with but a

small amount of supervision it will result in any letter

or series of letters being available for reference at the

shortest notice.

In a small business it will be found as a rule that the

principal or manager can easily give some indication

of the indexing required whilst letters are in his hands.

Indeed, even where an expert filing clerk is employed
it is difficult to believe that he is able to do this work
with the same judgment as the man to whom the letters

are addressed. Whether a suggestion, a remark, or a

fact, is of value depends so entirely upon the future

policy of the executive that their judgment as to what
subjects are of importance must be of more value than
that of a subordinate. To indicate subjects requiring

index cards, when answering a letter, it is only necessary

to circle the essential words with a blue pencil, and it
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then becomes the duty of the filing clerk to make out

such cards as will enable the reference to be turned up
as and when required.

Illimitability and Adaptability.

Apart from the fact that the card system provides

a place for everything, and on this account is more
systematic than any other system, one of its greatest

virtues is that it can be adapted to any requirements.

If an index composed solely of name cards is sufficient

for the purposes of a particular business then name
cards only need be provided. With a slightly more
complex business name cards and such subject cards

as are required can be combined in one index. A highly

complex business, on the other hand, may feel the advan-

tage of having two distinct indexes, the one consisting

solely of name cards, the other of subject cards. In

the same way it adapts itself to arrangement in any
convenient form, the principal index to a file, that is,

the name card index, must almost necessarily be arranged

alphabetically, a second index, however, may be arranged

geographically, the cards being classified under the names
of the countries, counties or towns to which they refer.

In short, used with intelligence, the card system will

do exactly what is required without any wasted effort

on elaboration that is not required.



CHAPTER III

FILING CATALOGUES AND PRESS CUTTINGS

The method of filing agreements and invoices is exactly

similar to that employed in dealing with correspondence,

but catalogues present some difficulties consequent upon
their varying size and shape. This reason alone is

sufficient justification for the rule that catalogues

must under no conditions be included in the same class

with correspondence but must be filed separately with

an index of their own.

The Problem of Catalogues.

The degree of importance attached to catalogues

by different classes of business naturally varies, but

whether the business be that of a manufacturer whose
interest is confined to a comparatively small series of

catalogues, or a general merchant whose operations

necessitate continual reference to a very large collection,

the essential problem remains the same. A catalogue

may be called for by the name of the firm whose goods

it lists, or all the catalogues containing a particular

class of goods may be required. In addition to this it

is important that the catalogues filed should be current

catalogues only. When a new list is issued cancelling

a previous list, the earlier ones should be withdrawn
and destroyed.

Whilst recognising the necessity for separating

catalogues and correspondence, some persons attempt

to effect an economy by establishing a common call

number in two or more different classes. If in the

correspondence file Jones & Co., have the folder " A.l."

27
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a catalogue from Jones is numbered " B.l," " B " being

the class letter for the catalogue file. Such a plan is to

be utterly condemned as it must introduce confusion

and loss of time.

As with the correspondence files, catalogue drawers

must be filled in their most convenient and logical way
as the matter comes along. Each catalogue must have

upon it its class letter and call number, and the card

index drawers must be so arranged that this call number

A Useful Pamphlet File Box
(Library Bureau, Ltd.)

can be ascertained at once. The numbering of catalogues,

however, is not quite so simple a matter as was the

numbering of correspondence where each set of letters

was enclosed in a folder of exactly similar size. With
catalogues there is no such uniformity, indeed any
miscellaneous collection will present a truly astounding

assortment of sizes and shapes.
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Method of Arrangement.

Before commencing to index and number, the

catalogues should be roughly sorted into three divisions
;

the first consisting of those thin enough to lie in a

folder, the next sewed volumes bulky enough to stand

by themselves, and the last all others, that is, catalogues

too big or too bulky for a folder but not stout enough

for the bookshelf. For these three classes three different

methods of storage must be provided. For the first

a drawer in the vertical file and folders will meet the

case ; the second will have a bookcase section or sections,

and the last may be accommodated in drawers of vary-

ing size, or cardboard boxes, each one of which will

accommodate from five to ten catalogues.

Probably those destined for the folders and the

vertical file drawer will be most numerous and having

clearly marked the class letter and call number on each

of these, both on the outside cover and the first page,

it is necessary to estimate roughly the probable additions,

and reserve a sufficiency of call numbers for them.

That is to say, if the call numbers in the vertical file

drawer have been carried to B.125, the next section,

that is, the catalogues in volume form can commence
at B.301, and there will thus be 175 numbers available

for additions to the B. drawer of the vertical file. Leav-

ing proportionately the same margin, the drawers or

cardboard boxes will commence at B.401. Here,

again, some care must be taken, as perhaps three

or four different sized boxes will be required and
each may hold five catalogues. Whether the first box
contains one catalogue or five at the start it will be

number 401 to 405, the second box 406 to 410, and so

on. Having numbered all the catalogues in this way,

name cards must be made out for the index giving the
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call number of each. Recollecting, however, that there

is an equal likelihood of catalogues of particular goods

being called for, as there is of a particular firm's catalogue

a second set of cards must be made out under subjects.

Catalogue Index Arranged Under Firm Names
(Globe-Wernicke)

Name and Subject Cards.

The name card, as will be seen from the illustration,

gives merely the firm name and the articles dealt in,

a part of the card being left vacant for remarks. On
this can be noted terms, discounts, or any other informa-

tion required. The subject card, on the other hand,

may contain the names of ten firms all dealing in one

article whose catalogue can be referred to by means of

the number given. Name cards and subject cards
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Catalogue Index Arranged Under Subjects

(Globe-Wernicke)

may either be arranged together or kept as two distinct

and separate indexes, the one labelled " B names,"

the other " B subjects."

Where catalogues are an important factor the posses-

sion of both a name and subject index facilitates

reference and the subject index can, if necessary, be

classified under a special arrangement of trades to meet

the particular requirements of the firm.

A Necessary Memorandum.

It is important that a memorandum should be kept

showing clearly the numbers that .have been allotted,

and for this purpose a card should be made out for the

index drawer to this effect

—
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B.l to 125 in vertical file.

B.126 to 300 not in use.

B.300 to 350 in bookcase.

B.350 to 400 not in use.

B.401 onwards in boxes.

With this memorandum always accessible it is easy

to see at a glance what number should be allotted to a

new catalogue, and that number having been allotted,

the particulars on the card must be brought up to date.

One of the most conspicuous advantages of this

system of filing catalogues may be seen by instancing

one case—common enough—of a firm having several

catalogues differing vastly in size. One may occupy

a folder, a second occupy a place in a box, and a third be

oh the bookshelf, but the name card instantly brings

the three together. In such a case it is as a rule ad-

visable to give each distinctive catalogue its own
number, an exception to this rule only being per-

missible when it is found possible to include several

small lists from one firm in a single binder.

Cross Reference.

In all cases where correspondence refers to catalogues

or other enclosures both the letter and the catalogue

should be marked with a cross reference. That is to

say, on the letter should appear the words " see B.124,"

or whatever the call number may be, and on the cata-

logue "see A.248, 2/2/08," showing both the call

number of the folder and the date of the letter concerned.

In businesses where catalogues are a small and

unimportant class such elaborate indexing would not

be required, and the subject index might then' be

entirely dispensed with or the few subject cards required

incorporated in a single index with the name cards. In
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such a case, too, it might be convenient to combine in a

single class all printed matter and make it include

catalogues, press cuttings, reference books, and such

periodical publications as are regularly filed. This is

only advisable, however, when both press cuttings and
catalogues are few in number and relatively unimportant.

Press Cuttings.

Press cuttings to be filed should be pasted on thick

paper the size of a folder. Where they are to be a class

to themselves these pieces of paper can be placed in the

files just as folders are, but should they be included in

the same class with catalogues and printed matter,

folders must be used to secure uniformity. At the foot

of the cutting should be written the name and the date

of the paper from which the cutting comes, and if it has

been forwarded in a letter, a cross reference added giving

the call number and date of the letter. Indications

as to the indexing are shown as with letters by placing

a circle round the term to be indexed. Beyond these

circles no marks should be made on the cutting itself

but only on the margin provided by the paper, as nothing

is more annoying than attempting to read a press cutting

disfigured by marks and stamps.

It is not always easy to convince people that press

cuttings enclosed with letters and directly referred to

therein should be filed apart from correspondence.

There are, however, two reasons which in themselves

should be sufficient. In the first place, all press cuttings

do not come enclosed with letters and to deal with one

half in one way, and one in another is uns3'stematic.

Secondly, as it grows older a press cutting has a tendency

to increase in interest and value. With correspondence

the exact opposite is the case. To file the two together is

therefore illogical. More than this a file of press cuttings
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covering a period of years to be of real interest and
value must be subjected to periodic weeding. An item

may be of vital interest to-day, but valueless a year

hence. Another may be the report of some action or

event which marks an epoch in the growth of a firm.

The first, when it has served its turn and become useless

is withdrawn, the second remains for all time forming a

part of the history of the house. Press cuttings should

therefore be so arranged that reference to the entire

series becomes a matter of ease, and the weeding-

out process can then be carried on regularly and

systematically as occasion requires.

System Saves Time.

Of other classes of materials it is not necessary to

speak in detail, for on the same lines the system can be

adapted to provide such information as is required.

It will be found that by dealing systematically on these

lines with any class of article, be it samples, photographs,

stereo blocks, a considerable saving of time will in the

end be effected and the general efficiency of the business

very considerably increased.



CHAPTER IV

NAME AND SUBJECT CARDS

Emphasis has already been laid on the importance of

providing a name card showing the call number of each

correspondent. As this provides the only clue to the

location of a particular set of letters, it will be obvious

not only that the card must be made out at the time the

folder is assigned to the correspondent, but also that it

must be made out in such a way that in the series of

which it forms a part, it naturally occupies the place

where most reasonably it will be sought for.

The Essence of the Name Card.

The essential feature of the card is that the name of

the firm shall be clearly written or typed on the first

line and the call number of the folder, equally clearly

written in the right-hand top corner. Below the name,

but with sufficient space left to allow the name to

stand out clear, may be written the address and such

other information as is required. In view of the fact

that the cards may be used for circularising, it is some-

times argued that the name should appear as it would be

written on an envelope, thus

—

Sir Thomas Jones

or if the correspondent be a firm

—

Thomas Jones & Co.

otherwise it is suggested the addresser may fall into

stupid errors.

The argument has some force, but against it may be

urged the fact that the first duty of the cards is to form

35
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an index, and such a style may result in Jones being

misfiled under the letter T. or the letter S. No
system can be made fool-proof, but the object should

be to make it as near fool-proof as possible on the

side where error can work most harm. Obviously,

it is a lesser evil that Jones should be addressed by
accident as Sir Jones Thomas than that all trace of

Jones's letters should be lost by his card being wrongly

filed. In framing rules that are to be observed in making
out the index cards, the primary purpose of the cards

should therefore be kept in mind, and the subsidiary

uses for the time being ignored. If this is done, the

cards will be made out in this way

—

Jones (Sir Thomas)

or

Jones (Thomas & Co.)

Uniformity in Filing.

Cards made out with the surname first, are far less

likely to be misfiled than those where the name is

entered as it would be written on an address, and this

argument outweighs anything that can be said on the

other side. The best guide to take is the London
Directory, and if names are entered as they will be

found in that work, no difficulty need be anticipated

from the index drawers. The important point is that

there shall be uniformity, and whatever rules be

adopted should be clearly understood by those responsible

for keeping the files, and strictly adhered to. The
following examples, taken from the catalogue of the

Libraco Company, show how best to deal with cases

that at first sight present difficulties.

Enter compound or hyphenated names under the first

and refer from the second. This rule covers compound
names of all nationalities.
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Prefixes.

Enter surnames with prefixes according to the following

rules

—

(a) In English names enter under the prefix, as De
Foe, De la Rue, Van Dyck, La Rame ; not

Foe, de ; Rue, de la ; etc.

(b) In French, German and other foreign surnames

enter under the names following the prefix,

except in the case of the French, Italian and
Spanish, La, Le, Des, Du. Examples :

—

Rosny (A. de), Albert (P. d'), Hoffmann (H.

von), Haeghen (G. van der), Gittens (F. van),

La Roche (T.), Le Sage (E.), Du Moncel (PL),

Brink (C. ten).

Noblemen.

Make references from the titles of noblemen to their

family names, as this is often useful in tracing family

connections, sons, daughters, etc., of titled persons.

Example

—

Lochaw (Duke of) Campbell.

Campbell (Horatio), cousin of the Duke of Lochaw.

Corporations and Institutions.

Enter all corporations, institutions and other bodies,

under the name of such bodies, and use the first word,

not an article in the case of specific titles. Refer from

the names of the officials, and if necessary the towns,

as

—
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Royal Institute of Chemistry,

30, Cannon Row, Birmingham.

Richard Hargreaves, Hon. Sec.

Further Examples

—

Accrington Public Library, not Public Library,

Accrington.

Preston Harris Institute (with reference from Harris

Institute).

Newcastle-upon-Tyne, County Borough Council ; not

County Borough Council or Town Council of

Newcastle-upon-Tyne.

The reason for using the names of institutions rather

than those of officials for the chief entries is because

the officials frequently change, while the names of the

institutions are more permanent.

Limited Companies.

The names of Limited Companies may present

difficulties to the hypercritical, on the ground that the

registered name of the Company, even if it begin as

is often the case, with the definite article, is the only

name under which the concern has any legal existence.

True as this may be from a legal point of view, such an
argument has no bearing on problems of indexing.

The Globe-Wernicke Co., Ltd., for example, would
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obviously be sought for under " G," and the index

card would be made out

—

Globe-Wernicke Co., Ltd. {The)

just as the index-card for the publishers of this book
would appear

—

Pitman (Sir Isaac & Sons, Ltd.).

Common sense and convenience alike point to such

treatment, and in indexing these must be the final

arbiters.

A Reliable Guide.

If the rule of entering persons or firms with the

family name first and the forename and title, if any,

following it, is strictly adhered to, name cards will have

a tendency to take naturally their correct alphabetic

position in the series to which they belong. Doubt
can only arise in cases where there are several corre-

spondents having a common forename. Here, again,

the example of the London Directory is the best guide

that can be followed, and on examination of the eight

pages devoted by Kelly to the name Smith, solves

nearly every problem that can arise. The first four

names in that list are

—

Smith, Abraham & Son.

Smith, Adam & Co.

Smith & Adams.
Smith, Albert Dennis & Sons.

In the case of the first two of these, precedence is

settled by the second letter of the forename. The
position of the third name is decided by the second

partner's name in the absence of a forename to Smith.
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If instead of Smith & Adams, the firm name was Chas.

Smith & Adam, it would be entered

—

Smith [Chas.) & Adams,

and the C. of the forename would govern the position

of the card amongst other Smiths.

So the arrangement proceeds, the initial letter of

the forename having first consideration, the second

or third letter if necessary, and where both surname

and the first forename are identical, the second forename

is the arbiter. Thus there are four Alfred Smiths

arranged as follows—

Smith, Alfred

Smith, Alfred H. & Co.

Smith, Alfred John & Co.

Smith, Alfred & Son.

Care and Common Sense.

Problems arising from the arrangement of name
cards alphabetically, once more emphasises the necessity

for the use of care and common sense in the making
out of those cards. A firm, for example, that chooses

to trade as Smith & Jones, must have the name cards

made out simply as Smith & Jones. To add the initials,

where these are not incorporated in the firm name,

would result in the card being filed in a position where it

would not be looked for. It is a convenience to have a

note of the names of the partners on the face of the card,

and where one signs on behalf of the firm, a second

card, under his name and initials as signed, is sometimes

necessary, but too much emphasis cannot be laid on

the fact that the business line on the index, that is, the

line that governs its position, must represent the actual

name under which the firm trade. Assuming that the

Smith & Jones' letters were signed A.N.D. Smith, and
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Jones were a sleeping partner with whom you had no

dealings, two cards would answer all purposes.

Smith & Jones 279

146 Fetter Lane

See A.N.D. Smith

Smith A.N.D. 279

Managing Partner

Smith & Jones (q.v.)

The extent to which this practice of making second

name cards for the signatories of letters from firms

and Limited Companies is carried, must depend to a

great extent on the nature of the business. Generally

speaking, the practice is to be deprecated unless some

very cogent reason can be shown in its favour. On
the other hand, the practice of noting on the face of

the name card of a firm or company, the responsible

officers authorised to sign on behalf of the house, should

always be enforced.
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Subject Indexing.

Having laid down rules that will ensure the index to

correspondents' names being consistent throughout,

it is necessary to consider the question of subject

indexing. Enough has been said in a previous chapter

to show the purpose and value of index cards to subjects

and place names, but to formulate general rules as to

when and how they are to be used, is exceedingly diffi-

cult, though in actual practice a little common sense

very quickly develops a faculty for seeing at a glance

where a reference is necessary, and when it would be

superfluous.

Unless, as has been said, an expert filing clerk is

employed, the responsibility of deciding should be

left with the executive officer who has to deal with the

particular correspondence. After answering a letter,

it will take an inappreciable amount of time to glance

through it again, to see whether it contains any fact

or suggestion that is of value or importance. If it does,

a circle is made with blue pencil round the subject or

place name it is desired to index, and this is taken as an

instruction by the filing clerk to make out a card in

accordance therewith. The card or cards, in addition

to the subject and call number of the correspondence,

must refer to the date of the communication wherein

the information occurs.

Smooth Working.

It will be seen that the alleged complexity of the

card-system of filing has therefore no existence in fact,

but being an exact system, its smooth working neces-

sitates clear and definite rules in regard to everyday

problems. Once these rules are formulated and their

adherence insisted upon, the card system will result
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in a smoothness of working and an economy of time

which cannot but astonish those who have been accus-

tomed to the antiquated and imperfect systems of an

earlier day.

A Word of Warning.

One word of warning is however necessary, no system

on earth can give satisfactory results unless it extends

right back to the desks of the men who deal with cor-

respondence. Whatever the business may be, it should

be possible to deal with the days' mail on the date of

its arrival and thus prevent the accumulation of

miscellaneous papers on the desk, in baskets, pigeon-

holes and drawers. It may not be possible to answer

Reminder Tray (Globe-Wernicke)

a letter off-hand, but it is at least possible to deal with

it in such a way that it will automatically come forward

for attention at the earliest date when it can be attended.

This may be done either by means of a follow-up cabinet
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or a reminder tray. Both of these are arranged on the

same lines, the guide cards indicating months and

days of the month. In the former the letter is placed

behind the date on which it is expected the matter

can be finally dealt with, in the latter a note is made
on a slip which is placed in a similar position. Each
day the items for the day are brought forward, dealt

with and passed on to the filing clerk. With such time-

saving appliances, it is possible to ensure a tidy desk,

absolutely free from pending matters, and the almost

inevitable result is greater regularity and promptness

in dealing with correspondence.

Time Saver and Check.

In a large business with several departments, the

same system can, by organisation, be made to act not

merely as a time saver and an aid to each departmental

manager, but as a check on the machine as a whole.

To effect this, the custom must be established of

returning all papers to the filing department before

the conclusion of the day's work. In each department,

there must be but two receptacles for correspondence,

the first containing letters to be dealt with, the second

those that have received attention. If a letter cannot

be disposed of, a slip is attached on which the date

when it is again to be brought forward is entered.

Here, too, may be added any request to another depart-

ment for information, or remarks as to the reason for

delay. At intervals, the papers in the second basket

are collected and taken to the filing rooms. Those
that are answered are filed in the ordinary way, those

that have not been answered are either placed in the

follow-up cabinet, or sent forward to the other depart-

ment concerned. Each day the follow-up cabinet

brings forward such letters as have been put back for
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attention on that day. These are again distributed
to the departments concerned, and provide the necessary
reminder that the matter in question has still to be
dealt with. Such a system adapted to the circumstances
of a particular business, relieves the various executive
officers of troublesome routine work, ensures prompt
attention to even the smallest details, and reveals at
once the shoulders on which blame must fall in case of
neglect.
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CHAPTER V

customers' and enquiries registers

In the preceding pages the aim has been to show how
the card index system may be applied to the filing of

correspondence in the ordinary business of moderate

size. Every business has such correspondence to deal

with, and whether the volume be great or small, the

general principles of filing remain the same.

It will be realised that the extent to which elaboration

is introduced, depends solely upon the size and
character of the business, and that as far as the mere
riling is concerned, the labour involved is no greater

than under a system that gives less satisfactory results.

If it be argued that users of the card index system are

perpetually adding new registers, new lists, or additional

indexes, the answer is that these are necessitated by
the size and complexity of their business, and so far

from indicating a defect in the system, provide the

most convincing proof of its merits.

Additional Registers.

It has already been said that the card index induces

system, and this is the explanation of the multiplication

of registers that follow the introduction of the system
for correspondence filing. In the main, these additional

registers are not to be regarded as indexes to the files,

but as systematic aids to business, though incidently

they may, and often do give the call number of the

correspondence folder.

A small business, the majority of whose correspondents

are customers, may use the index name cards to the

47
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correspondence file for noting information, credit reports

and instructions, but with a larger house the necessity

will be felt for a customers' register.

List of Customers.

In the modern business

system, the customers

with the aid of the card

list has become something

more than a mere directory of names and addresses of

those with whom accounts have been opened.

TOWN

%oJUuhM r-^i&L+^y
BUSINESS

*JiO^+1JLvy<a+£s

DATE Or ORDER
fnonrh i Day [YearW >o

7Unf?

9Ufi
/k^r
/H-c*. 10

r(o

M/>%
F&9«

*f

DATE OF ORDER
morvTh I Day

m

Page DATE OF ORDER
Wonfh I Day I Year

Customers' Register Geographically Arranged
(Globe-Wernicke)

Merely as a directory, a list of names in card form is

infinitely preferable to a bound book, it is more easily

kept up to date, more easily classified and much more

serviceable for both circularising and reference. The
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purpose of the customers' list, however, as it has been

developed under the card system, is to provide the

directorate or management of a concern with a summary
of business done with each individual customer, with a

means of instituting comparisons between one year and
another, of keeping in touch with the work of the

travellers and the tendencies of the trade.

To accomplish so much, cards must be designed

with a full knowledge of the requirements of the par-

ticular business, but a single example of a card actually

in use, by a successful wholesale house, will suggest

at once the general lines that may be followed. Form
I shows the face of the card, and provides for the

name and address of the customer, necessary information

regarding credit, the date when the account was opened,

Name. No.

Town and County

Date Account Opened Credit

.

How Opened Terms

.

Buyer's Name

Date Complaints Answer Remarks

Form I, Customer's card, giving all necessary information and
space to note complaints
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and other useful information. The reverse side of the

card is ruled to provide a record of sales over a consider-

able period of years. Here is entered the total sales

of each quarter or half year, so that comparisons can

Record of Sales

Quarter Amount Quarter Amount

Reverse side of card with space for particulars of business
done quarter by quarter

Name Traveller

Address Territory

1907 1908 1909 1910 1911

i s. d. i s- d. £ S- d. 1 s. d. £ s. d.

Jan.
Feb.
Mar.
April

May
June
July
Aug.
Sept.

Oct.
Nov.
Dec.

Total

Form II showing Monthly Sales of each customer
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be instituted with the smallest expenditure of labour.

By the use of colours, special classification of customers

can be introduced ; one colour being made to indicate

small or medium-sized firms ; another, firms of con-

siderable standing, or any other distinction that will be

of service in circularising or advertising. Such cards

are usually arranged geographically behind guide cards

giving the names of towns or counties.

Worked in conjunction with the register, the same

firm uses a second card, the purpose of which is to

observe exactly what work is being done by the various

travellers. This (Form II) is ruled to show month by

month, over a period of five years, the business done

by each firm in a traveller's territory. Form II can, if

it is thought advisable, be used for the reverse side of

Form I, but the purpose of having two distinct sets of

cards is to give a clear idea as to customers' transactions

with the first set, and as to travellers' activities with the

second. To get the best results a double set of cards

arranged differently is in this case held to be necessary.

A Key to the Business.

To possess such a register of customers, covering a

period of some years, is to have an asset, the value of

which is almost incalculable. That it can answer any

question respecting every firm with whom an account

has been opened, is but the smallest of its merits. More

important is the fact that it continually calls attention

to matters requiring attention. A decreased turnover

with a particular customer must have some cause. The

comparative statements show any such decline at the

very outset, enabling enquiries to be made into the

causes, without any unnecessary delay. True, such

information can be obtained from the ledger if it is

sought for, but the probability is that it would not be
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sought for. More than this, a ledger gives but a portion

of the information required, and to have the entire

record of any particular account such as a card of the

type indicated provides, would necessitate reference

to two or perhaps more ledgers, to correspondence

files and travellers' reports. The merit peculiar to the

card system is that it brings together different facts,

which alone, have little or no significance, but which

taken together are the most reliable guides 'as to the

state of the firm's business, the efficiency of the outdoor

staff, the standing of customers and the general ten-

dencies of the trade. In no other form and under no

other system could the same information be registered,

with as small an expenditure of time and trouble, and
with the same certainty of its attracting attention.

The Enquiries Register.

Closely allied to the customers' register, though

necessarily separated from it is the enquiries register,

the purpose of which is to note the particulars of every

enquiry, the source from which it arises, the steps taken

to secure the business, and the final result. A mere
enquiry comes as a rule into a different category from

ordinary business correspondence. An ordinary letter

being answered, the next move is with the other man.
An enquiry or an application for a catalogue, on the

other hand, suggests the possibility of a new customer

or of new business. This new business may or may not

be forthcoming without further effort, but obviously if

that further effort is to be made, the enquiry must in

due course be brought forward automatically. This

necessity in itself makes special treatment . essential,

but another argument is on the score of economy.

Many enquiries lead to nothing. If everyone of these

is to have a folder in the vertical file and a card in the
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index drawer, available space will be absorbed at an

inconveniently rapid rate.

The card index, however, provides a method of

dealing with these enquiries, which ensures that each

shall receive attention at the time appointed.

In different businesses and different types of business,

the method of dealing with enquiries must vary very

considerably, but if any system of following up is to be

adopted, a separate enquiry register must be established.

The method of arranging this requires some consideration

and must depend very largely on the system of following

up that is to be adopted.

When an appeal is made by advertisement direct to

the customer, and reliance placed upon the attractive-

ness of catalogues and the persuasiveness of form letters,

the problem is a perfectly simple one. Each enquiry

represents a possible sale, and to each enquirer must be

posted at regular intervals, such literature as experience

suggests is best calculated to secure an order. On
receipt, the letter of enquiry is stamped with the date

and given a number. The name of the enquirer, his

address, the article he is interested in and the source

of the enquiry are entered on a card ruled with a number
of squares each indicating a form letter or catalogue.

The first of these being dispatched, the space referring

thereto is dated. The card will also bear a number
corresponding with that stamped on the original enquiry.

This number makes any elaborate filing of the actual

letter unnecessary, each day's letters, none of which

will probably be wanted again, can be arranged in

rotation and packed away in boxes bearing the date

of the first and last letters and numbers.

Two Problems.

The arrangement of the cards presents two problems,

5-(i565)
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the first being how to bring forward all the enquiries

received on a particular day a week hence, so that the

second form letter may be despatched, and the second

how to make each easily accessible so that on the receipt

of an order, the card may be marked and the sending

of further form letters suspended. The first problem

may be solved by arranging under dates between guide

cards indicating months and days of the month, but

where the number of enquiries is considerable such an

arrangement makes access to any card when the name of

the enquirer only and not the date of his enquiry is

known, almost impossible. A better method is to

arrange the cards alphabetically and rely on the assist-

ance of signals to indicate the days on which they are to

receive attention.

Method of Affixing Signals

(Libraco, Ltd.)

These signals consist of metal clips that may be

attached to the top of the card and stand out like guides.

Where their use is contemplated, the card is printed

with the numbers 1 to 31 along the top. The signal

being placed over the figure 1 indicates that the card is

to receive attention on the first of the month. On
opening the drawer, all cards thus marked are easily

distinguishable, for the signals of a single date form an

outstanding line from end to end of the drawer.
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The enquiries register under this arrangement is simply

a directory of the names of enquirers together with

such additional information as the case demands. As
orders are received, the enquiry card is withdrawn,

particulars of the order entered, and the card then

transferred to a transfer box. These cards will later

be useful as the basis of a circularising list, but in

the meantime they are of the utmost value as indi-

cating the source from which first the enquiry and

subsequently the order was obtained.

If newspaper advertising has been employed, an

analysis of these returns will show the exact advertising

cost per order, and the relative value of different adver-

tising media. This can best be done by employing

another set of cards as a register of publications. The
face of the card can be arranged to show the scale prices

charged for advertisement, the office of the paper, tele-

phone number, day of publication, last day for receiving

copy and so forth. On the reverse side, particulars

will be entered respecting the advertisements inserted

and their cost, together with the number both of

enquiries and orders received as a result. Week by

week, or month by month, the cost per order can be

worked out.

But to return to the enquiry drawer. By means of

the signals which are attached to the cards before these

are placed in the drawer, each enquiry is followed up
carefully and systematically. If this is to be done at

intervals of a week, all cards made out on the first of

the month will have signals placed on the figure " 8."

When the eighth comes round, the cards are withdrawn,

envelopes addressed from them, particulars of the

literature sent entered, and the signals transferred to

the figure " 15." When the entries on the card show

that the complete series of form letters have been
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dispatched without result, the card is withdrawn.
Another method of securing the same result is best

shown by the illustration of a Shannon follow-up card,

where small position guides indicate the dates for

attention.

With a business of a less elementary type, the problem
of handling enquiries is much less easy, and yet it should
be considered no less important. An enquiry may
mean a new customer, or fresh business from an old

customer. If it fails to result in business it is advantage-
ous to know why. Was it a question of price, of

quality, of design ? To be able to get some answer
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to these questions in reference to a whole series of

enquiries is to have a finger on the pulse of one's trade.

From the answers some indication is obtained as to the

competition that has to be met and overcome.

The purposes such a register may have to answer,

and the diversity in the enquiries with which different

businesses must deal, make it impossible to do much
more than point out the difference in treatment

necessitated by different conditions.

This difference is seen both in respect to the filing of

the actual letter of enquiry and the arrangement of the

enqiury cards. Where enquiries are comparatively

few in number and almost of necessity consequently

of greater importance, it is probable that some little

correspondence may be anticipated before any definite

result is reached. The arguments against filing with

the correspondence that applied in the case of the

mail order business cease then to have any weight,

and the papers may quite reasonably have a folder in

the correspondence file and be indexed with other

correspondence : this, however, does not obviate the

necessity for employing an enquiry card to ensure

attention being drawn to the matter after a sufficient

interval.

Card Tray.

A small card tray on the desk of a principal or manager
may be sufficient to secure this result, and the same
tray may be used for keeping in mind other engagements

or obligations. Such a tray is provided with a set of

guide cards indicating the months and the days of the

month. Each day, the cards under the day's date are

taken out, attended to and put back under the date

when they will next require attention, with the result

that no matter of importance is overlooked, and yet
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the mind is relieved from the strain of attempting to

recollect innumerable details. Even in the smallest

office where all executive matters pass through the

hands of a principal, such a simple device apart from

other advantages will save quite a considerable amount

of time and trouble.

A further difference in treatment suggests itself

where the responsibility for following up enquiries is

thrown upon the firm's travellers. The primary purpose

of the Enquiries Register should then be to enable each

traveller to be fully advised as to any correspondence

respecting new business that has passed between his

house and customers or prospective customers in the

town he is about to visit. To secure this result, a

geographical arrangement of the cards will be necessary.

In making out the cards the town or city in which the

writer lives is placed first, and the card is then classed

under its town instead of the name of the enquirer.

Guide cards indicate counties, and where necessary cities

and towns. The districts visited by different travellers

can be kept distinct, and to prevent the possibility of

misfiling a colour, distinction can be introduced. With
the knowledge of a traveller's movements, this register

is examined from day to day or week to week, and

shows at a glance what instructions and information

must be forwarded to him. Whether a second register

is required, classified under names and arranged between

dates so that the enquiry may also be followed up by
letter, must depend entirely upon the nature of the

business and the frequency of the traveller's visits.

Following up of Openings.

As far as the mere following up of openings is con-

cerned, the Enquiries Register can be used with the same
advantage in a wholesale or manufacturing business,
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as in the mail order business, but in respect to adver-

tising the same definite and exact information cannot

be anticipated.

The advertiser who appeals to the public and antici-

pates a response through a third party, must inevitably

be at a disadvantage in apportioning results as compared
with the direct trader, but none the less an intelligent

use of the card system will often throw a considerable

amount of light on what is admittedly one of the most
difficult problems of modern business. To this end the

customers' register and the enquiries register, if ade-

quately handled, materially contribute, and to these

other registers can be added to meet special circum-

stances. Enough has been said concerning different

methods of classification and arrangements both of

cards and signals to show the elasticity and adaptability

of the card index for any purpose that involves the

systematical collection of data, and it is for the user to

design special cards to meet the requirements of particu-

lar cases, or to call in the expert assistance that the

makers of appliances are always ready to place at the

disposal of their customers.

Circularising.

Reference has already been made to the card system

as an aid to circularising. Looked at merely from the

mechanical point of view, the labour of addressing

twenty thousand circulars is enormously simplified if

the addresses can be taken from cards instead of bound
books. Where but one clerk can work at a time on a

book, a dozen or twenty can be addressing from cards,

and inasmuch as a single card can be handled more
easily than a book, the actual time spent on each address

is appreciably less.- If the circularising takes the form

of a printed letter to which is added the name and
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address of the addressee, two clerks or two sets of clerks

can work together, the first typing the name and address

on the envelope, the second on the letter. The cards

are passed from one to the other and both addresses

copied direct from the card, so that an error on the

part of either clerk is brought to light when at a later

stage the letters are folded and placed in the envelopes.

The gain in this direction, great as it is, becomes trivial

when placed in comparison with the gain resulting from

the greater efficiency of a card list to that obtainable

from any bound book, directory, or set of books. The
Customers' Register and Enquiry Register provide the

nucleus of a circularising list, and respecting every-

one of the names therein, something definite is known.

It is not a matter involving any very great expenditure

of time, to run through these and sort out those likely

to be influenced by any particular appeal from those

whom it is obviously useless to address. These cards

can themselves be used for circularising, or a new
register created, of which these addresses will form a

part. In such a case, colours can be used to differentiate

betwreen various classes of possible customers.

Considering the enormous sums of money spent in

postage and stationery used for circularising, it is

remarkable that more care is not taken in compiling

lists and recording results. That far less care is taken

than might be, is within the personal knowledge of every-

one whose name appears in any directory, and one can

only suggest that if the slovenly methods so frequently

adopted, prove remunerative, the margin of profit

could be considerably increased, if say ten per cent,

of the postage bill were spent in creating a card list

based on common sense and business-like principles.
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STOCK-ACCOUNTING AND SUBSCRIPTION REGISTRATION

Because special attention is devoted to that aspect of

the card index which is applicable to salesmanship,

it must not be supposed that it is an adjunct peculiar

to the mail-order house, or the wholesaler who has

learned the lesson that energy and system are necessary

to an increased turnover. The methods of applying the

card system to follow up work generally, are taken

rather as convenient examples illustrating the adapta-

bility of the card index. If these methods are fully

understood, they can be applied with equal advantage

to an immense variety of problems connected with every

other side of business activity. Here it is enough to

point that as the sales department collects and records

on cards particulars respecting each customer, so the

buyer can arrange and classify information respecting

firms who supply him with goods. If these are suffi-

ciently numerous, a classification under trades will

provide a register of inestimable value. A compre-

hensive register of this description will naturally involve

some labour, but in most cases it will be built up by
degrees, and the time occupied will merely be the time

of a subordinate, whilst the time such a register will

eventually save, will be that of a principal or executive

officer. With such a register at hand, the selection of a

dozen names of firms from whom tenders or quotations

are required, is but a matter of minutes, whereas, without

it, directories would have to be searched, and probably

after a far greater expenditure of time, a less complete

and satisfactory list would be compiled. More than

62
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this, the possession of such a list inevitably results in

the noting from time to time of useful information that
would otherwise be wasted, with the result that the
general efficiency of the office is thereby increased.

Stock-Accounting.

Almost every class of business will find the card
index applicable to stock-accounting. Whatever com-
modities are being handled, convenience dictates an
arrangement based upon logical principle. In the
book this quickly becomes impossible, and the arrange-
ment depends entirely on accidental considerations.

Even if new lines are not added from time to time,
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one commodity fills the page or pages assigned to it

more rapidly than do others, a new account must then

be opened and the logical and considered sequence with
which the book commenced is thereby disturbed.

Kept on cards, and arranged in some intelligible and
convenient method, whereby different types of each

sort of commodity are grouped together and arranged

alphabetically, the card stock account will require but
the minimum of labour to provide a complete and
permanent inventory of the goods on hand.

Registering Costs.

To speak of cost accounts without entering into a

long disquisition on an extremely complicated subject

that can hardly be dealt with in a volume such as this

is not easy. Accurate costing is nowadays recognised

as one of the essentials to successful business. The
man who realises this, is, it may be assumed, modern
enough to appreciate the advantages a card cost accounts

register possesses over one entered in a bound book.

On the other hand, to discuss the mere arrangement of

these cards with people who are not alive to the import-

ance of keeping accurate cost accounts would appear

to be superfluous. In dealing with correspondence

filing, follow-up registers, and other similar matters,

the essential problem is to make certain definite infor-

mation available for instant reference ; costing, on the

other hand, is a matter of expert accountancy. Given
the right methods of working out the accounts, their

arrangement is a simple matter that can be fixed up in a

few minutes by any clerk accustomed to the card index.

As being suggestive and easily understandable to

everyone, no matter what business he may be in, an
illustration may be given of the method employed,by an
importer for registering the cost of commodities in which
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he deals. The shipper from whom he buys may quote

his price in a variety of ways. It may be a warehouse

price, an F.O.B. price, or C.F. and I. Even when, as

in the last-mentioned case, the goods are delivered at

the buyer's port, there are still such items as duty and

landing charges to be taken into account. To secure

an accurate cost of every article imported, these items

must be followed very closely, as varying conditions of

shipment inevitably render rough calculations unreliable.

The form adopted may be as shown on the next page.

The card is classified under the name of the commodity,

the first three columns identify the particular shipment.

The amount of the draft will in most cases include

freight, and no entry must then be made in the freight

column. If the currency of the country is not the

currency of the shipper, the exchange value of the draft

and not its face value will be entered. When to this

is added the local payments made on account of the

shipment, the actual cost is obtained in the currency

of the country, and all that remains is to calculate the

cost in the unit of sale. For example, a merchant may
buy at so much a gross from London and sell by the hun-

dred in the Far East. To transfer his costs to hundreds

at the outset is therefore a convenience and a saving

of time. Registering each shipment as it comes along,

he has a permanent record that enables him to compare

the relative advantages of different markets, to keep an

eye on freight, petty charges, and observe the effect of

fluctuations in exchange on his cost. To the cautious

man, all this may sound too obvious to require elabora-

tion, but in actual practice the necessity for a permanent

record is not infrequently overlooked, for even when
costs of this sort are worked out with care, the results

are too often registered in such a way that reference

becomesexceedingly difficult after a lapse of a few months.
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Whilst therefore the card index cannot be said to

solve the problem of costing, it can at least claim to

classify and register costs if their necessity is realised,

and by reason of its convenience it induces regular

and methodical treatment that otherwise might be

neglected.

Registration of Subscribers.

In any chapter outlining general uses to which the

card index can be put, references should be made to

the method usually employed in publishers' offices for

registering the subscribers to a periodical publication.

The purpose of such a register is, first, to provide a

convenient mailing list, and second, to record Sub-

scriptions paid, and indicate the time when renewals

become due. In such a list it is certain that additions,

withdrawals and changes of address will be frequent,

and to make reference easy, the names must therefore

be in alphabetical sequence. To secure attention for

each card as the period of renewal becomes due, recourse

is had to cards specially cut, each with one of twelve

positions numbered 1 to 12. When the cards are in the

drawer, these numbers stand out in the same way as

signals. A subscription for 12 months, paid in January,

is entered on a card of the twelfth position indicating

that in the following December it must receive attention ;

if the subscription were for half-a-year a sixth position

card would be used. At all times the register will at

a glance tell what subscriptions fall due during the cur-

rent month. These cards can be lifted out, transferred

to a " subscriptions-due " tray, and handed to the clerk
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responsible for renewals. On receipt of another year's

subscription, the amount and date are entered, and
the card returned to the register. At the end of the

month the residue in the " subscriptions-due " tray

represents subscribers in arrear who can be treated

as the policy of the house lays down.

These numbered position cards will be found exceed-

ingly useful for a variety of other purposes, for example,

a house-agent may wish for his properties to be classified

under districts, but he will also want to select those of a

certain rent without looking through the entire series.

By dividing properties into classes, one representing

houses from £40 to £49 rent, two £50 to £59, and so on,

he can assign a position to each of twelve classes. With
the knowledge of the rent an enquirer wishes to pay,

and the district he prefers, the particulars of all suitable

properties can at once be ascertained.

After all that has been written, it would be wearisome

to reiterate the advantages such a register has over

one kept in a bound book, nor is it necessary to further

elaborate the uses to which the card system can be put.

If what has been wrritten carries any conviction, it

must be obvious that there cannot be an individual,

a company, or a corporation having any considerable

dealings with clients or patients, shareholders, or

subscribers that could not find some effective use for

the card index. (See form on next page.)

A Card System for a Dentist.

Some reference, however, may be made to the needs of

professional men which are specially considered by the

makers, a fact that deserves to be more widely known
than it is. Particulars of a system devised by the

Globe-Wernicke Co., for dentists is not only interesting

but suggestive.
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A specially-ruled and printed card is provided with

provision for name and address of the patient and the

columns in which to insert details of operation and the

fee charged and the amount paid. On the top of this

card figures are printed in order that the card may be

signalled to indicate the day and hour of the appoint-

ment. When the appointment is made the card is filed

9 15 30 45 10 15.30 45 II 15 30.45 12 16 3o|ij 1 13 30 45 2 15 30 43 3 15 30 45 4 15 30 43

Name Address

Date Operation Tooth Debit Credit Date Operation Tooth Debit Credit

( \V
1 P \

A Dentist's Card (Globe-Wernicke)

under the date of the day fixed, and the entire series

of appointments being arranged in this way no difficulty

is experienced in keeping track of appointments made
or in selecting possible hours for further appointments.

An appointment having been kept details are entered

on the card, the flag is transferred to the hour of the next

appointment and the card put back to the date thereof.

The card thus answers its purpose not only in register-

ing appointments, but when the treatment of the case

is finished provides a complete record of the work that
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has been done. The card is then transferred to an
" accounts " drawer and is ready for reference when the

time comes to send out the accounts due. The account

being paid the amount is entered and the card transferred

to a patients' register which forms a permanent record

of all patients that have received treatment on the

instant when an old patient reappears.
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suggests a form card in this case with a ruling to indicate

each day of the month and space indicating the visits

paid. When making calls these cards, which are of

convenient size for the pocket, are arranged in the

order in which it is desired to make the visits. At the

termination of each interview a mark is made in the

proper day's space to represent the nature of the service

rendered.



CHAPTER VII

THE CARD INDEX LEDGER

In America and to a lesser extent in England, the

adaptability of the card system for the purposes of ledger

accounts has met with wide recognition and enthusiasts

are not wanting who claim that only sentiment stands

in the way of the entire displacement of the old style

ledger by the card cabinets.

Old System.

Whilst fully recognising the advantages inherent in

the card index ledger it is however possible to appreciate

Numeric Ledger Cards (Fordham & Co., Ltd.)
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the arguments of those who defend the older system.

The argument most frequently put forward is that the

bound book affords greater security against falsification.

One of the earliest lessons impressed on the young
clerk is that an entry once made in an account book
must stand, as far as the mere paper and ink is concerned.

If an error is made it may be crossed through with the

pen so that it will be ignored, but still remains legible.

To erase it with a pen knife, or worse still, to tear out the

page and start afresh, is an offence the seriousness of

which can hardly be exaggerated. Book-keepers and
business men imbued with such traditions naturally

look askance at the suggestion that ledger accounts

may be kept on loose cards, on cards that can be with-

drawn, destroyed, or rewritten at will. To meet such

an argument by the assertion that there always have

been dishonest book-keepers and probably always will

be, is simply to evade the question. The only effective

answer to the argument is that the ledger does not

stand alone, that every entry is posted from a cash-

book, a journal or day-book, and the card system does

not interfere with these, and that providing a proper

supervision is exercised in regard to the entries made in

these books the facility which the card system offers

for rewriting a ledger account in no wray increases

the possibilities of fraud. Another adverse argument

that must be met turns on the value of the card ledger

as evidence in the unfortunate event of having to submit

some question to the decision of the Courts of Law.

Here again the sanie line of argument alone will prevail,

namely that any single transaction or series of trans-

actions must be judged not by a single entry in a

single book, but by a series of entries which stand

together, and each furnishes corroborative evidence.

It seems, therefore, that though the arguments against
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the card index ledger are not without weight and are

deserving of consideration, they are less overwhelming

than some people suppose. In actual practice it will

usually be found that the circumstances and conditions

of different systems of account vary so considerably that

on this aspect of the card index system it is absolutely

futile to dogmatise. The chief accountant of one of

the wealthiest Corporations in Great Britain effectively

disposed of a suggestion to supersede the old bound

ledgers by cards with the query—Why ?

Why?
The present system, he said, worked admirably through

two generations, it had grown and developed with the

growth of the business ; the very fact of its uniformity

made reference easy. A new system might or might

not be equally satisfactory, but the inducements were

not sufficient to make the experiment worth trying.

The economy of labour where an enormous and highly

paid staff were employed, the economy of space with

offices the size of a cathedral appealed to him not at

all, and one felt that his attitude was entirely sound

considering the peculiar circumstances.

It must always be remembered that to discredit and

disestablish a system that has in practice proved

satisfactory requires arguments of overwhelming

strength, and whereas in dealing with correspondence

filing and general office organisation, other systems have

in the main been unsatisfactory, when the counting-

house is approached a high state of efficiency is usually

noticeable. To class as out of date everyone who
fails to recognise the merits of the card index ledger is

therefore to display a narrowness of vision and a lack

of power to see things in their true perspective.

Admitting, however, the existence of a certain class
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of business men who may be well advised to maintain

their old practice in the matter of the ledger, it must
still be obvious that to many others the card system

offers advantages which cannot be ignored.

Economy.

To cite the general arguments to be considered

there is first the question of economy—economy of

time—economy of space. In the actual posting

of the ledger account, when the account is on a

single card that can be laid flat on the book from

which the posting is done, there is necessarily a saving

of minutes as compared with the posting into a bulky

volume, the mere lifting of which on to the desk

requires a considerable effort. There is a still greater

saving of time in turning up the account ; certainly

there is a big saving of time consequent upon the

permanence of the cards which remain in use until each

is full. With the bound ledger, on the other hand, at

some time or other every live account must be transferred

to a new ledger. In the aggregate this time must amount
to something appreciable if represented by wages.

There is a farther economy of space both in respect to

the current accounts and old accounts.

Apart from initial economies indicated, the facilities

provided by the card system for following doubtful

accounts would, if these are numerous, represent a very

considerable saving of time and enable the work to be

carried out more thoroughly and systematically.

The Instalment System.

No better example of the economy and convenience

of the card ledger system could be instanced than the

case of a business supplying goods on the instalment

system. To attempt to keep such accounts in an
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ordinary ledger would entail an amount of labour out

of all proportion to the business done. In such a

business the customers must necessarily be very numer-

ous and compared with the number of remittances

received each day the turnover is small. Apart from

this a very careful watch has to be kept on irregular

payers. Reminders have to be dispatched and some-

times legal proceedings taken. The work involved in

looking up each name in an index, finding the account

and entering the payments would alone be considerable,

but when to this is added the necessity for constantly

searching the ledger for overdue accounts it obviously

becomes out of all proportion to the value of the business.

With cards, however, every operation is simplified, and
the keeping of such accounts entails the minimum of

work. As each account is opened a card is made out

with the name and address of the customer, the order

number, and particulars as to the number of instalments,

and the date upon which they become due. This is

naturally filed under the name of the client in its correct

alphabetical position. The date when payments are

to be made is further shown by a signal. As instalments

are received the amounts are entered, and a signal of

another colour substituted, indicating that the card

requires attention on the corresponding day in the

following month. A glance at the drawer shows at once

what instalments are in arrear, and these can be picked

out for special treatment. To summarise the economy
in time effected, the name is written on the ledger

card only, and not as would be the case with a bound
ledger both at the head of the account and in the index.

To turn up the card is but one operation, with the bound
ledger it is two, and to that must be added the further

inconvenience of a necessarily imperfectlyarranged index.

Lastly, overdue accounts call attention to themselves
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instead of being found only after the most weari-

some and laborious search. In an instalment business,

the advantages of the card system are so overwhelming,

that it is impossible to conceive anyone starting out to

keep such accounts in a bound book.

With almost any other type of business, the same
advantages are to some extent apparent, but the essential

problem being different some modification becomes
necessary. In dealing with regular customers and
larger accounts, but fewer of them, a numerical arrange-

ment is to be preferred to an alphabetical. This

necessitates a card index to the ledger, but as this

index may also be used as a customers' list with particu-

lars as to terms, shipping instructions and what not,

it need not be assumed that still another register is

being added. Though an index is necessary it will

be found in practice that the ledger clerk will memorise

a majority of the customers' numbers, for these remain

the same from year to year.

Tab Cards and Signal Flags.

To meet the objection that loose cards may easily

be mislaid, cards are tabbed with numbers from one to

ten. When arranged in the drawer, these tabs proceed

from left to right across the drawer and the absence of

a single card can thus immediately be detected. The
cards are further arranged between coloured guide

cards numbered in tens, and these guide cards being

kept to the left-hand side of the drawer, in no way
interfere with a clear view of the tabs.

Where tab cards are used it is not advisable to also

use signal flags, as the two are mutually destructive.

Doubtful accounts requiring frequent attention may
either be removed to a separate drawer and arranged

between guide cards indicating months and days of the
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month, or a small register may be kept for these and
separate cards made out showing the amount due, the

steps taken to collect it and the results.

With ledger accounts arranged numerically, each

account has its distinctive call number, and a card being

filled a new one is made out, and the full one transferred

to a transfer drawer kept for the purpose. However
many cards may be filled by a single customer, the

latest is found in the card ledger drawer, all the rest in

the transfer drawer, the call number in either being the

same. To get the details of any account over a period

of years thus becomes a perfectly simple matter, neces-

sitating a reference to two drawers in which all the

cards of any given customer must be found.

It may be suggested that with the index the great

economy in time effected by the card ledger disappears.

This, however, is not so, though in this particular direction

the time saved is not so considerable as in the case of a

ledger arranged with the cards in alphabetical sequence.

It must, however, be recollected that the names in the

index being in absolute alphabetical order any number
can be turned up much more readily than is possible

with a book index, that the numbers themselves being

stable will probably be memorised and that the actual

work of handling a card is considerably less than hand-

ling a ledger. More than this, for rendering statements,

in the case of an audit and whenever necessary,

cards may be apportioned out amongst any number of

clerks, all of whom can work on them simultaneously,

whereas with the bound book but one clerk can use it at

a time.

Elasticity of the Card Index.

Between the two extreme cases, the instalment

house, and the large wholesale business dealing with
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regular customers, are an almost endless variety of

concerns whose particular requirements need special

consideration before attempting to show how best the
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card ledger could be adapted to their particular require-

ments, but enough has been said to show both its

elasticity and adaptability.

As regards appliances the makers cater for the man
whose ledger accounts can be housed in a single drawer,

as well as for the business whose accounts are numbered
by the hundreds of thousands. Generally, ledger cards

are made 8 inches wide by 5 inches high, but to meet
the demand for a card giving more room for entries,

cards are often printed eight inches high and five inches

wide. These necessitate a different shaped drawer,

and when used in large quantities a considerable economy
in space is effected by building them into a book-keeper's

desk, provided with a sliding top.

The advantages and convenience of the card ledger

are so obvious that its more general use is but a matter

of time. The greatest obstacle to its adoption is to

be found in the hesitancy displayed by many account-

ants. It may be mentioned that from the same quarter

came opposition to the loose-leaf ledger, which in principle

is closely allied to the card system, and although the

two systems are in competition it may be assumed that

increasing familiarity with the principle of the loose

leaf will do something to overcome the prejudice against

the card ledger.

The Loose-Leaf Ledger.

As regards the loose-leaf ledger it is hardly necessary

to speak at any length. It differs from the bound

ledger only in the fact that instead of its leaves being

sewn together, they are held by a mechanical contrivance

which permits leaves being added or removed at will.

To the over-cautious, the fact that this mechanical

contrivance is controlled by a key will be a source of

satisfaction and with that in his possession he will
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doubtless formulate any number of rules for ensuring

that due form and ceremony be observed when the

ledger is unlocked. In practice it will be soon found

that no such rules are necessary, for it can be of no

advantage to his clerks to withdraw improperly ledger

accounts which have been inserted. Broadly speaking,

the loose-leaf ledger can claim many of the advantages

of the card ledger. Accounts can be arranged, classified

and indexed in a way making reference easier, the

ledger enjoys perpetual life and contains only live

accounts. On the other hand, it cannot be handled with

the same ease and comfort that can the card, nor does

it effect the same economy of space. It is only fair,

however, to say that many firms who use it and are not

ignorant of the card system, speak of it in the highest

terms, and are as little anxious to try any other system

as they are to go back to the old style bound book
ledger they have abandoned.

Binding Case (Shannon, Ltd.)



CHAPTER VIII

COMPONENT PARTS OF THE SYSTEM

The Bogey of Complexity.

The multiplicity of purposes served by the card index

appliances is so numerous that at first sight the en-

quirer may experience both confusion and discourage-

ment at the great variety of cabinets, trays, cards and
fittings of all sorts from which the makers ask him to

choose. This fact not infrequently induces the busy

man to hesitate before adopting a system the installation

of which seemingly requires so much consideration. If,

however, the previous chapters have not been written

in vain the bogey of complexity will no longer be taken

seriously, and it only remains for the convert to the

system to select such appliances as are most suitable for

his particular purpose. To settle this question may
require some thought, but the furnishing of a place

of business is a matter which deserves and will repay

thought. To purchase desks having innumerable

pigeon-holes and drawers on the assumption that they

will be useful for something is both uneconomical and

unwise. In the modern office every receptacle for

material that has no definite purpose is a snare, it

invites disorder, and encourages slovenly methods.

The card system provides a place for everything, and

shows where that place is. If it is applied consistently

to every class of material coming into an office the

necessity for miscellaneous furniture disappears.

Recognising this fact even the most tentative experiment

should be made with cabinets that will permit subsequent

growth. In the choice of the card drawers the first

84
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point to be decided is the size of the cards to be used.

Cards are made in three standard sizes, the approximate

measurements being 3 in. x 5, 4 in. x 6, and 5 in. x 8.

The smallest size is sufficient for the file index, and the

largest is almost invariably used for the Ledger Cards.

Whether for other purposes the middle or largest size

is most suitable, must depend entirely on the special

ruling, and the amount of information it is to contain.

Here it will be found the advice of one or other of the

leading makers of card cabinets will be useful, and

whatever the problem is that has to be solved, they will

generally be able to make some useful suggestions.

In a mistaken effort after economy some people

refrain from taking this advice, and have cards printed

and cut at the local printing office. Whatever initial

saving is effected is dearly bought, for such cards are

seldom cut with the mathematical accuracy necessary

for satisfactory work.

Cards and Cabinets.

Cards are made in three weights, and in calculating

the sized card cabinet required, it is convenient to

recollect that the capacity of the standard depth drawer

is 1,000 light cards, 750 medium weight, and 500 heavy

cards. In a small business where four drawers are

likely to be sufficient, and there are reasons for having

these in an accessible position and independent of the

vertical files, the four-drawer cabinet (two above two) is

exceedingly useful. Should this be insufficient, con-

siderations of space will probably necessitate sections

to combine with the vertical letter drawers : sections for

each sized card containing respectively six, five, and

four drawers are made which combine with the three

drawer vertical letter file and various other units so that

no difficulty need be experienced in building up a

7-(i565)



86 THE CARD INDEX SYSTEM

Four-Drawer Cabinet (Fordham & Co., Ltd/

cabinet that fits not only the requirements of the

moment, but that can be extended in any and every

department as growth necessitates.

The Question of the Rod.

Another question that has to be settled in reference

to the card drawers is whether or not they shall be fitted

with a rod holding all the cards, and if so, what sort of

rod shall be employed. Broadly speaking, it may be

said there are two classes of rods, the plain rod, passing

through a round hole perforated near the bottom of the

card, and the flat rod or duplexTfitting into a special

o
Card Perforations for Various Designs of Rods (Library

Bureau, Ltd.)
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slot cut in the card. With the plain rod, the entire

series of cards is held in position, and no single card

can be added or withdrawn until the rod is unscrewed

and removed. It is argued that such a method makes
for safety, that by placing obstacles in the way of with-

drawing, reference will be made to the card as it stands

in its place in the drawer, and the danger of loss will be

minimised. Such an argument is sound enough if used

in relation to a library catalogue or other register used

largely by the public, but has little or no weight when
applied to the card registers used in a business house.

Where time is money, facility in handling is of the first

importance, and the time spent in removing and

replacing round rods will be found out of all proportion

to the supposed advantages they possess.

The Flat Rod.

With the flat rod in its various forms, cards can be

locked or released at will, and the work of withdrawing

for reference, or inserting a new card occupies no ap-

preciable space of time. Where a rod is desired, one of

this type is to be recommended, but the question

arises whether in ordinary circumstances a rod is neces-

sary at all. Whether a drawer contains a hundred
or a thousand cards, behind the last card is a movable
block keeping the entire series at an angle that makes
handling and reference easy. In the past these blocks

have not always been very satisfactory in that they

did not move backwards or forwards with the ease that

could be wished for. Quite recently a new metal block

has been placed on the market that can be adjusted

without the least trouble, and where this is used, the

necessity for a rod of any sort largely disappears.

To guard against an accidental upset of the drawer

and its entire contents which in the absence of a rod
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Patent Automatic Tray Stop

(Libraco, Ltd.)

would mean a considerable amount of work in sorting

and re-arranging, ah drawers should be fitted with an

automatic locking appliance so that the drawer when
opened hurriedly cannot come right out of the cabinet

until the lock is released. A similar appliance should

also be used with all vertical file drawers.

Letter-Filing Cabinets.

In selecting the letter-filing cabinets provision for

expansion is the only question of importance to be

considered, and in this connection even the smallest

business may be warned to avoid the single vertical

file opening at the top. The upright unit already

referred to, contains three drawers, but where only one

is required it can be made so that a second and third

drawer can be added if necessary. The capacity of a

single vertical drawer is approximately 2,000 letters,



r\vo-drawervertical cabinet
(Amberg File & Index Co.)

A Three-Drawer Vertical
Cabinet in Sections (Amberg

File & Index Co.)

One-DrawerVertical Cabinet
(Amberg File & Index Co.)
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and drawers are made for either quarto or foolscap

documents.

Folders.

In treating of correspondence filing it has been

convenient to speak of folders to the exclusion of binders.

A folder is simply a piece of strong manila so folded that

the back sheet projects and on this projection the name
of the correspondent is written. For filing on the

system here advocated tab folders with the number
clearly printed on the tab are to be recommended.

Binders are merely folders with a binding attachment

added. These are recommended when the papers of a

single correspondent become numerous, as they induce

Out Card for Vertical File
(Library Bureau, Ltd.)
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the proper sequence of the papers being maintained.

There are on the market many binders of slightly

different types, most of which have merits of their

own, between which it would be invidious to draw
comparisons.

The "Out Card.
M

As a safeguard where folders are taken from the filing

room, the " out card " supplied by the Library Bureau,

Ltd., meets all requirements and entirely obviates the

necessity for costly charging cabinets which are some-
times recommended. It has already been said that

with the vertical system indexed numerically the files

can grow with the business, and however rapid that

growth accommodation can always be made by adding

new7 sections. There is no confusion, no re-arrangement,

and whether a business numbers its correspondents by
thousands or tens of thousands there is still but one
place for the letters of each. A folder will in the course

of time become full, a second is then provided with the

same number and the first folder closed, that is to say,

the folder is marked with a stamp in this form

—

Dates herein

CLOSED from

to

In filling in the dates it is better to write the month,
day or year clearly and not complicate matters by the
use of Roman numerals. It takes just as long to write

1903 XI 25 as it does to put down plainly Nov. 25,

1903, and when it comes to reference the former takes
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perceptibly longer to convey the intelligence desired. If

the letters in a closed folder refer to matters still pending,

the two folders may be kept side by side in the vertical

file. The probability, however, is that such letters

will but seldom be required and this folder may be

transferred to a storage case. It is in this matter of

transferring that the numerical system demonstrates

its inherent superiority to any other system.

The folder and its contents are removed bodily, but

the folder retains the number it has always had, but a

mark, say the letter "T," meaning transfer, shows the

number now belongs to the correspondence transfer

case instead of to the file. On the face of the new folder

and the name card in the index drawer, the location

of the transferred letters is shown. Subject cards

need no such note, as they would refer the enquirer to the

new folder and such in turn would point to the place

where the earlier letters of this particular correspondent

were stored.

Transfer Boxes.

Various forms of transfer boxes are supplied by the

different makers, but provided in transferring the

original number be retained, the simplest equipment

in the form of boxes will be found to work without the

slightest hitch. For convenience in handling a small

box of the type is to be recommended. On the

back a label must show the first and last numbers of

the folders contained therein, and these are then ar-

ranged in order on shelves. A second style of storage

case is made on a larger scale, and is particularly suitable

where the volume of correspondence is very large, and

reference to old letters that have been transferred

comparatively infrequent. Whichever type of case is

used the retention of original numbers makes both the
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arrangement and subsequent reference a matter of the

utmost simplicity.

Filing of Replies.

In any modern system of filing it is assumed that

with the letters of every correspondent shall be found

copies of replies thereto, so that it may not be out of

place to say something at this stage with reference to

letter-copying appliances. The old-fashioned letter

press with its brush or wet cloth in spite of ridicule and
abuse still commands the confidence of a very large

number of people. To dispatch an important letter, an

exact facsimile of which was not to be found copied in

the letter book, to many men would appear to be the

height of indiscretion, and no carbon or loose copy
could allay their feelings of apprehension. The one-

place system of filing does not however, stand or fall

with any system of letter-copying. If there is any reason

or desire to retain the letter book, it may be retained,

and for the duplicate that is filed with the correspondence

a carbon copy is taken. In answer to the objection

that a carbon copy is not evidence, the only reply is,

no one suggested it was. The object of having in one

folder the complete correspondence incoming and
outgoing is to facilitate reference. That it does so is not

a matter that needs discussing. As a precaution an
actual copy of every letter dispatched must be taken by
some means or other, whether it is copied into a book
or by means of a rotary copier on to a roll to subse-

quently become a loose leaf is entirely a matter of

individual preference. For the rotary copier, there is

much to be said. It is clean, quick and effective. It

stands ready at all times to do its work and the annoy-

ance of waiting for a book in use elsewhere is entirely

obviated. The letter itself is not smudged, as is often
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the case when too much water is used, and there is no
interval whilst it is being dried. As against the copying

press the rotary copier is expensive, but if allowance be

made for the saving it effects, it will be found like other

modern appliances to justify itself.

Conclusion.

So it is with other labour appliances designed to facili-

tate the work of the office ; excellent as they may be,

they are not to be considered part of the Card Index
System, which can be installed and maintained in

a state of the highest efficiency with the appliances

dealt with in this chapter. Whatever the total cost

of cards, folders, files, and drawers may be, there can

be but few businesses in which a system so simple

and so perfect would not quickly pay for itself. Because

this is so, the card system can boast an ever-

increasing number of users year by year. The preju-

dice due to the supposed American origin of the

system, stupid if the assumption were correct, doubly

stupid in view of its known European origin, has

ceased to have its old influence, and as the necessity for

greater efficiency and a more accurate knowledge of

business facts has become apparent, the popularity of

the Card Index has increased, and it is not un-

reasonable to anticipate that its ever-widening influence

will in the course of the next decade cause all other

systems to pass into oblivion.
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to, 3

Correspondence Filing, 17
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Discrediting a System, 74
Drawers, Card Index, 3, 13

, Accounts, 71
, Alphabetic, 4
, Enquiry, 56
, Primary Purpose of, 3
, Vertical File, 10

Economy, 76
Elaboration of Card Index

System, 47
Elasticity of the Card Index,

80
Enquiries, Method of Dealing

with, 53
Registers, see Registers

Enquiry Drawer, 56
Epoch in Indexing, An, 2
Expansion of Card Index, 6

File, The Letter, 7

, Contents of, 14

, Principal Index to, 26
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, Enquiries, 53
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Record of Sales, A, 50
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Register, Stock Account, 64
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, Subsidiary Uses of, 7
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,
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Re-writing and re-arrange-
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, Design for, 86
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Sales, A Record of, 50
Department, 62

Schemes, Classification of, 23
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Orderly, 4

Signal Flags, 78
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Guide, 54
Space, Economy of, 76
Staff Card, 69
Stock Account Register, Sec-

tion of, 63 ,

Stock-Accounting, 62
Storing Catalogues, Methods

of, 29
Subject Cards, 26, 30
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Extent of, 25
Subscribers, Registration of, 67
Subscription Registration, 62
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, Example of, 21
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Supervision of the Manager, 25
System, Encouragement of, 6

saves Time, 34, 45

Tab Cards, 78
Tabs on Folders, 1

1

Time saved by System, 34, 45
, Economy of, 76

Titled People, how named, 38
Trades, Arrangement accord-

ing to, 31

Transfer Boxes, 92
Cases, 7

Transferring Correspondence,
7, 21

from Old Style to New,
25

Travellers' Card, 50, 51

Tray, Reminder, 44
Stop, Patent Automatic,

88

Uniformity in Filing, 36
Upright Vertical File Section,

13, 14

Vertical File Drawers, 10

Folders, 9
, Out Card for, 90
Section, Upright, 13, 14

Warning, A Word of, 43
Weedings, Periodic, 34
Withdrawal of Old Names, 4

THE END
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BOOK-KEEPING (continued).
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tions of the principal Education authorities, including The Royal
Society of Arts, The London Chamber of Commerce, The Union of

Lancashire and Cheshire Institutes, The National Union of Teachers,
with answers thereto, and full answers to the many questions on
Commercial Law and Business Practice. In crown 8vo, cloth,

212 pp., as. 6d.

*THE ROYAL SOCIETY OF ARTS BOOK-KEEPING EXAMINATION
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student of Book-keeping, who has thorougly mastered his subject,
cannot do better than devote himself to the higher branches of the
work, and study what is described under the general head of Ac-
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the law relating to them is epitomized and explained. In demy 8vo,
cloth, 318 pp., net 5s.

* Ready immediately.
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BOOK-KEEPING (continued).

IDEAL MANUSCRIPT BOOKS FOR BOOK-KEEPING. Specially
ruled and adapted for working the exercises contained in the
Primer of Book-keeping. The sets consists of :—Cash Book and
Journal ; Purchase Book ; Sales Book ; Ledger. Each 2d.

AVON EXERCISE BOOKS FOR BOOK-KEEPING. Specially adapted
for the exercise in " Book-keeping Simplified " or " Advanced
Book-keeping." Fcap. folio. Journal, 3d. ; Cash Book, 3d.

;

Ledger, 6d.

BUSINESS TRAINING.

OFFICE ROUTINE FOR BOYS AND GIRLS, 1st STAGE. In crown
8vo, 64 pp., 6d.

Deals with the treatment of outgoing and incoming letters, Postal
arrangements, means of remitting money and forwarding goods.

OFFICE ROUTINE FOR BOYS AND GIRLS, 2nd STAGE. In crown
8vo, 64 pp., 6d.

Principal Contents.—Business Forms, such as Invoices, Credit
Notes, etc.—Telegrams—The Telephone—Banks and Banking,
Joint-Stock and Private Banks, Post Office Savings Bank, etc.

OFFICE ROUTINE FOR BOYS AND GIRLS, 3rd STAGE. In crown
8vo, 64 pp., 6d.

Deals with Explanation of Terms—Promissory Notes and
Discount—Terms used in Payment of Accounts, etc.—Bills of

Exchange—Stocks, Dividends, etc.—Government Securities

—

Business Correspondence.
COUNTING-HOUSE ROUTINE. 1st Year's Course. In crown 8vo,

cloth, 144 pp., is.

Treats of Advertisements, Correspondence, Forwarding of Goods,
Remittances, Receipts, Precis Writing, etc., etc.

COUNTING-HOUSE ROUTINE. 2nd Year's Course. In crown 8vo,
cloth, 144 pp., is. 6d.

Deals with Inland and Foreign Invoices—Railway Rates and
Cable Systems—Bank Deposits and Current Accounts—Bills of

Exchange—The Markets—The Shipment of Merchandise—Business
Correspondence—Printers' Proofs—The County Court, etc.

GUIDE TO BUSINESS CUSTOMS AND PRACTICE ON THE CON-
TINENT. By A. E. Davies. Contains information of the utmost
value to all who have business relations with Continental firms, or
who have to visit the Continent for business or pleasure. In crown
8vo, cloth, 154 pp., net 2s. 6d.

HOW TO GET A SITUATION ABROAD. By Albert Emil Davies.
Gives information of the most reliable character to those who
desire to obtain an appointment in a foreign country. Also states

the prospects of advancement in such a position ; the varying
conditions of life in different countries ; the cost of living ; the
opportunities afforded of perfecting one's knowledge of the foreign
language, etc. In crown 8vo, cloth, net is. 6d.
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BUSINESS TRAINING (continued).

MASTERS ' NEW READY RECKONER. Pitman's Edition. Contains
63,000 calculations. In foolscap 8vo, cloth, 358 pp., net is.

GEOGRAPHICAL-STATISTIC UNIVERSAL POCKET ATLAS. By
Professor A. L. Hickman. Second Edition. This handy Atlas
contains sixty-four splendidly coloured maps and tables, including
pictorial charts of the heavens, the races of mankind, religions and
languages of the World, statistics of productions, educational tables,

coinage, public debts, shipping, coats of arms, railways and tele-

graphs, imports and exports, principal towns of the World, and a
mass of other useful information. In demy 18mo, cloth, net 5s.

HOW TO START IN LIFE. By A. Kingston. In crown 8vo, cloth,

128 pp., is. 6d.

A Popular Guide to Commercial, Municipal, Civil Service, and
Professional Employment. Deals with over 70 distinct kinds of

Employment.

PITMAN 'S MANUAL OF BUSINESS TRAINING. Contains fifty-seven

maps and facsimiles. Seventh Edition, thoroughly revised and
considerably enlarged. In crown 8vo, cloth, 282 pp., 2s. 6d.

Principal Contents.—Conditions of Commerce—Inward Corre-

spondence—Outward—Postal Information—The Telegraph and
Telephone—Business Letter Writing, etc.—Office Books and
Business Forms—Market Reports—Railways and Canals—For-
warding Goods by Rail—Channels of Commerce—Custom and
Excise Duties—Importing—Exporting—Insurance—Private Firms
and Public Companies—The World's Currencies—Banks and
Banking—Bills of Exchange—Bankruptcy and the County Court

—

Two hundred Questions on the Chapters.

PITMAN'S BUSINESS TERMS AND PHRASES with equivalents in

French, German, and Spanish, and a number of Facsimile Docu-
ments. In crown 8vo, cloth, 231 pp., 2s. 6d.

GUIDE TO INDEXING AND PRECIS WRITING. (See page 13.)

INDEXING AND PRECIS WRITING. A text-book specially adapted
to the present requirements of Candidates for Examinations.
By A. J. Lawford-Jones, of H.M. Civil Service, Medallist and First

Prizeman, Society of Arts, 1900. In crown 8vo, cloth, 144 pp.,
is. 6d.

EXERCISES AND ANSWERS IN INDEXING AND PRECIS WRITING.
By Wm. Jayne Weston, M.A. (Lond.). A carefully selected list

of actual exercises and test papers with model workings. The
author's notes on the various exercises contain many useful hints

and some sound advice for the student. In crown 8vo, cloth,

144 pp., is. 6d.
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BUSINESS TRAINING (continued).

HOW TO TEACH BUSINESS TRAINING. By F. Heelis, F.C.I.S.

This book contains chapters on teaching methods, the presentation
of the subject, the illustration of the lesson, home work, examina-
tions, individual and class tuition, tuition by correspondence,
apparatus required, etc., etc. There are also valuable and sugges-
tive notes of lessons, specimen courses, exercises, specimen forms,

etc. In crown 8vo, 160 pp., net. 2s. 6d.

QUESTIONS IN BUSINESS TRAINING. By F. Heelis, F.C.I.S.

Questions taken from the actual examinations of such authorities

as The Union of Lancashire and Cheshire Institutes, The West
Riding County Council, and similar important bodies. With many
original questions specially framed for the purpose of testing a
student's knowledge. In crown 8vo, cloth, 108 pp., .is.

*ANSWERS TO QUESTIONS IN BUSINESS TRAINING. By the same
author. Crown 8vo, cloth, about 140 pp., 2s.

QUESTIONS AND ANSWERS IN BUSINESS TRAINING. By the
same author. Crown 8vo, cloth, about 250 pp., 2s. 6d.

SALESMANSHIP. A Practical Guide for Shop Assistant, Commercial
Traveller, and Agent. By W. A. Corbion and G. E. Grimsdale.
The authors deal at length with the influence of character upon
salesmanship, the relation of the salesman to the buyer, the know-
ledge and care of stock, suggestive salesmanship, the avoidance
or rectification of mistakes, system, etc. The lessons for the
guidance of the salesman are illustrated by concrete examples, so that
the work is eminently practical throughout. In crown 8vo, 186 pp.,
net 2s. 6d.

PITMAN'S TRADERS ' HANDBOOKS.

The new volumes have been prepared with the idea of assisting the
earnest business man who is engaged in trade to render himself

more efficient in his work. Each in crown 8vo, cloth, 260 pp.,
net 2s. 6d.

DRAPERY. By Richard Beynon. The advice given in these pages
proceeds from an author who is well known in the trade, and who
has devoted his life to it. He has traversed the whole field of

Drapery in a thoroughly practical fashion, and writes with the
wisdom that comes from forty years' actual experience.

GROCERY. By W. F. Tupman. The author of this volume is well

known as the winner of the first prize of a fully stocked shop, valued
^500, in the Grocers' Competitive Examination last year, and he
has followed up that success by a course of lectures given at Bristol

and elsewhere. The main portions of the lectures are reproduced
in the present volume.

Other Volumes in preparation.

* Ready immediately.
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COMMON COMMODITIES OF COMMERCE SERIES.

Each book in crown 8vo, cloth, with coloured frontispiece and many
illustrations, maps, charts, etc., net is. 6d.

In each of the handbooks in this series a particular produce is

treated by an expert writer and practical man of business. Begin-
ning with the life history of the plant, or other natural product,
he follows its development until it becomes a commercial commodity,
and so on through the various phases of its sale in the market
and its purchase by the consumer.

TEA. From Grower to Consumer. By A. Ibbetson. The author is

well known in the Tea world through his connection with the
important house of Messrs. Joseph Travers & Sons. Mr. Ibbetson's
pages give much help and information regarding the conditions of

the Tea trade, the world's consumption of the product, and the
fluctuation in price, the crops of particular years, the mystery of
the art of blending, and so forth.

COFFEE. From Grower to Consumer. By B. B. Keable. Mr.
Keable, like Mr. Ibbetson, is in the well-known house of Messrs.

Joseph Travers & Sons, and can substantiate his claim to be an
authority on Coffee. His book, will be found, as in the case of that
of Tea, to trace the progress of this commodity throughout.

COTTON. From the Raw Material to the Finished Product. By
R. J. Peake. The author has had the supreme advantage of

being in close touch with Mr. C. W. Macara, Chairman of the
Committee of International Federation of Master Cotton Spinners
and Manufacturers, who has contributed advice and read the
proofs of the book as it passed through the Press. This little

handbook will be found to contain just the kind of information that
is required on the greatest of our national industries.

SUGAR, CANE AND BEET. By Geo. Martineau, C.B., Secretary
to the British Sugar Refiners' Committee 1872-92. Adviser to the
British Delegates at the International Conferences of 1875-6-7,

1888, 1898, and 1901-2. Assistant British Delegate on the Per-
manent International Sugar Commission at Brussels, 1903-5.

OIL, ANIMAL, VEGETABLE, ESSENTIAL, AND MINERAL. By
C. Ainsworth Mitchell.

Other volumes in preparation.
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PRACTICAL PRIMERS OF BUSINESS.

Each volume in this series is intended to serve the purpose of an intro-

duction to the particular subject treated, and also to meet the
requirements of those who do not wish to gain more than a slight but
useful knowledge of the subject.

BOOK-KEEPING FOR RETAILERS. By H. W. Porritt and W.
Nicklin, A.S.A.A. The authors of this new book have had in their

professional capacity a great amount of experience in retailers'

accounts, and in this handy little volume they present a system of

book-keeping for retailers designedly simple, easy in operation, and
accurate in its results. The adaptation of the system to various
retail businesses is clearly discussed and explained. Numerous
illustrations and examples simplify the treatment. Additional
chapters deal with " Incidental Matters," such as leases, rates,

assessment, and stock-taking, the various necessary forms of

insurance, the making out of income-tax returns, partnerships and
limited companies. In crown 8vo, cloth, 130 pp., net is.

ENGLISH COMPOSITION AND CORRESPONDENCE. By J. F.

Davis, D.Lit., M.A., LL.B. (Lond.). The purpose of this book is,

by means of a few simple rules, to enable a writer of either sex to

express himself or herself clearly and correctly in the mother tongue
as it ought to be written. The first part contains chapters on
accidence with examples from Commercial Correspondence. The
second part deals with syntax, parsing, analysis, and punctuation.
The third part treats of the construction of sentences

;
precision

and order, and the choice of words ; and closes with specimens of

business letters. The author, from his experience as examiner in

English to the University of London and the Institute of Bankers,

is peculiarly fitted to deal with this subject. In crown 8vo, cloth,

118 pp., net is.

THE ELEMENTS OF COMMERCIAL LAW. By A. H. Douglas,
LL.B. (Lond.). In the present volume the general principles of

commercial law are presented. Examples and illustrations are

freely used, in order that the subject may be made as intelligible

and interesting as possible. In the first portion of the book the

general principles of contract are discussed in comprehensive fashion,

and later chapters deal with commercial relationships, partnerships,

the sale and carriage of goods, and negotiable instruments. The
author is a barrister-at-law who has attained the highest academic
distinction both at the Inns of Court and London University. In

crown 8vo, cloth, 128 pp., net is.
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PRACTICAL PRIMERS OF BUSINESS (continued).

GUIDE TO INDEXING AND PRECIS WRITING. By William Jayne
Weston, M.A., and E. Bowker. The present little work is intended

primarily for candidates for the Civil Service, the Society of Arts,

and similar examinations in the subject of Indexing and Precis

Writing. The whole of the exercises included in the book are

reproductions of actual examination papers. In crown 8vo,

cloth, 116 pp., net is.

THE MONEY, AND THE STOCK AND SHARE MARKETS. By Emil
Davies. The idea of the author of this volume is not so much to

give information to experts, but rather to assist the uninitiated in

the somewhat complicated subjects of stock and share transactions.

The author has for many years been actively engaged in the higher

branches of finance, and makes the present primer as comprehensive
and practical a work as possible. In crown 8vo, cloth, 124 pp.,

net is.

SHIPPING. By Arnold Hall and F. Heywood. This book consti-

tutes a reliable guide to the routine in connection with the shipment
of goods and the clearance of vessels inwards and outwards. Part I

describes the work of a shipper, and explains his duties after the
receipt of the indent, in packing, forwarding, and insuring the goods,

making out and sending the invoices, telegraphing, the routine of

obtaining payment, customs formalities, claims for insurance, etc.

Part II gives precise information regarding the work of a ship-

broker, the entry and clearance inwards, the details in connection
with the Custom House and the Shipping Office, the entry outwards,
riggers, runners, and pilots, the Docks, Warehousing, Shipping,
Exchange, etc., etc. In crown 8vo, cloth, with 27 shipping forms,
108 pp., net is.

THE ELEMENTS OF BANKING. By J. P. Gandy. Besides giving a
brief history of Banking, this book deals practically with such
matters as Opening an Account, the various forms of Cheques,
Crossings, Endorsements, Bills of Exchange, the Rights of Holders
of those instruments, Promissory Notes, the Pass Book, and the
Collecting Banker. There are also chapters explanatory of the
Bankers' Clearing House, the necessary steps to be taken in the case
of dishonoured bills and cheques, etc. The Banker's obligations to
his customers, the rights and duties of agents and trustees, Partner-
ship Accounts and Companies' Accounts" are^all fully dealt with,
while Circular Notes and Letters of Credit receive adequate attention.
In crown 8vo, cloth, 140 pp., net is.
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PRACTICAL PRIMERS OF BUSINESS (continued).

THE ELEMENTS OF INSURANCE. By J. Alfred Eke. This new
work presents in a brief form a vast amount of information with
regard to the principles and practice of the important business of
insurance. Workmen's compensation insurance is fully dealt with,
and the book also treats of baggage insurance, bad debt insurance,
live-stock insurance, stock insurance, etc., etc. There are chapters
on carriage insurance, burglary insurance, marine, fire, and life

insurance, with full explanations of the various kinds of policies, and
in many cases reproductions of the documents. In crown 8vo,
cloth, 140 pp., net is.

ADVERTISING. By Howard Bridgewater. The author of

this little work is the Advertisement Manager of a well-known
daily paper, and the writer of many articles on the subject of

advertising. He speaks, therefore, with the authority which
comes of long experience. In the present work, Mr. Bridgewater
sets forth the principles to be observed in drawing up advertise-

ments, points out the errors that are to be avoided, gives hints on
the preparation of " copy," and the choice of suitable media,
describes the processes employed in reproducing illustrations of

various kinds, and discusses the questions of type display and the
frequency of insertion, etc., etc. The book is illustrated by exam-
ples of good and bad advertisements, representative of various
businesses. In crown 8vo, cloth, 112 pp., net is.

MODERN LIBRARY OF PRACTICAL INFORMATION.

Each in foolscap 8vo, cloth, about 128 pp., net is.

WILLS, EXECUTORS, AND TRUSTEES. With a chapter on Intestacy.

By J. A. Slater, B.A., LL.B. (Lond.).

THE TRADER'S GUIDE TO COUNTY COURT PROCEDURE. By
F. H. B. Chapman.

CLERKS : THEIR RIGHTS AND OBLIGATIONS. By Edward A.

Cope.

THE LAW RELATING TO TRADE CUSTOMS, MARKS, SECRETS,
RESTRAINTS, AGENCIES, ETC., ETC. By Lawrence Duckworth.
Barrister-at-Law.

Other Volumes in Preparation.
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BUSINESS MAN'S HANDBOOKS.
PITMAN 'S BUSINESS MAN 'S GUIDE. Fifth Edition, Revised. With

French, German and Spanish equivalents for the Commercial Words
and Terms. Edited by J. A. Slater, B.A., LL.B., of the Middle
Temple, Barrister-at-law, and author of u Commercial Law of
England." The information is of such a character as will assist a
business man in an emergency and will clear up doubts and diffi-

culties of everyday occurrence. The work includes over 2,000
articles. In crown 8vo, cloth cover of special design, 500 pp.,
net 3s. 6d.

PITMAN'S PUBLIC MAN'S GUIDE. A Handbook for all who take an
interest in questions of the day. Edited by J. A. Slater, B.A.,
LL.B. (Lond.). The object of this book is to enable its readers to
find within a comparatively compact compass information on any
subject which can possibly bear upon matters political, diplomatic,
municipal, or imperial. There is no book of a similar nature
published, and this will be found invaluable to all public men and
platform speakers. In crown 8vo, cloth gilt, 444 pp., 3s. 6d. net.

OFFICE ORGANISATION AND MANAGEMENT, INCLUDING SECRE-
TARIAL WORK. By Lawrence R. Dicksee, M. Com. F.C.A., and
H. E. Blain, Tramways Manager, County Borough of West Ham.

This volume gives in detail, with the aid of specially selected illus-

trations and copies of actual business forms, a complete description

of Office Organisation and Management under the most improved
and up-to-date methods. It has been specially written so as to be
of service either to those who are about to organise the office work
of a new undertaking, or to those who are desirous of modernizing
their office arrangements so as to cope more successfully with the
ever increasing competition which is to be met with. New
Edition, Revised. In demy 8vo, cloth gilt, 306 pp., net 5s.

INSURANCE OFFICE ORGANISATION, MANAGEMENT, AND AC-
COUNTS. By T. E. Young, B.A., F.R.A.S., and Richard Masters,
A.C.A. Mr. Young, who has held with marked distinction some
of the highest positions in the Insurance world, enjoys an
international reputation as an expert in the subject, while Mr.
Masters, from his long practical experience as an Insurance Accoun-
tant, is familiar with every detail of the book-keeping requisite to

a well-conducted office. Second Edition, Revised. In demy 8vo,

cloth gilt, 146 pp., net 3s. 6d.

SHIPPING OFFICE ORGANISATION, MANAGEMENT AND
ACCOUNTS. By Alfred Calvert. Full information is given in

this new book of the methods of securing orders, getting in patterns,

circularising foreign firms, conditions of sale, fulfilling contracts,

making up and packing goods for shipment, arranging for insurance,

shipment and freight, chartering of vessels, pricing and invoicing

the goods, preparing the bills of lading, etc., etc. The book contains

many and varied shipping documents in facsimile. Put in a few
brief words, the new work gives an accurate insight into the thousand
and one technicalities associated with the intricate business of a
shipping house. In demy 8vo, cloth gilt, 203 pp., net 5s,.
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BUSINESS MAN'S HANDBOOKS (continued}.

SOLICITOR'S OFFICE ORGANISATION, MANAGEMENT, AND
ACCOUNTS. By E. A. Cope, and H. W. H. Robins. This hand-
book is full of useful hints by practical and experienced men. The
first part covers all the details of management, such as the staff,

business records, correspondence, and so forth ; while the second
part goes very fully into accounts on the columnar system. In
demy 8vo, cloth gilt, 176 pp., with numerous forms, net 5s.

BANK ORGANISATION, MANAGEMENT, AND ACCOUNTS. By
J. F. Davis, M.A., D.Lit., LL.B. (Lond.), Lecturer in Banking and
Finance at the City of London College. The present volume is an
exposition of the whole practice of banking, chiefly in its commercial
aspect, for the special benefit of younger members of bank staffs

who wish to get a comprehensive view of business while they are

yet in personal touch with only the initial stages. The duties of the
various members of a bank staff, from the board of directors down to
the junior clerk, are described, and details are given as to the methods
of keeping accounts and the various books necessary to them.
A section is also devoted to the working of the machinery of the
head office. In demy 8vo, cloth gilt, 165 pp., with forms, net 5s.

PITMAN'S BILLS, CHEQUES, AND NOTES: A HANDBOOK FOR
BUSINESS MEN AND COMMERCIAL STUDENTS.
The attempt has been made in this book to trace the principal

negotiable instruments, viz., bills of exchange, cheques and promis-
sory notes, from their inception to their discharge, and to point
out the exact position occupied by every person who is in any way
connected with these documents. The Bills of Exchange Act, 1882,
and the Amending Act, Bills of Exchange (Crossed Cheques) Act,
1906, are printed in extenso in the Appendix. In demy 8vo, cloth
gilt, 206 pp., net 2s. 6d.

INSURANCE. By T. E. Young, B.A., F.R.A.S., ex-President of the
Institute of Actuaries ; ex-Chairman of the Life Offices' Association,
etc., etc. A complete and practical exposition for the Student and
the Business Man of the principles and practice of Insurance pre-
sented in a simple and lucid style, and illustrated by the author's
actual experience as a Manager and Actuary of long standing. This
book has been written expressly for (1) The Actuarial student,

(2) The student of Fire, Marine and Insurance generally, (3) The
Insurance Clerk, (4) The Business Man. It treats in an elemen-
tary and intelligible manner of the principles, processes and conduct
of Insurance business as a key to the interpretation of the accounts
and practice of offices and as a comprehensive foundation for

maturer study. Second Edition. In demy 8vo, cloth gilt, 408 pp.,
net 5s.
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BUSINESS MAN'S HANDBOOKS (continued).

MONEY, EXCHANGE, AND, BANKING. SeconcTEdition, Revised. A
Complete and Practical Treatise for Bank Officials; Men of Business,
and Commercial Students. By H. T. Easton, of the Union of

London and Smiths Bank, Ltd., Associate of the Institute ot

Bankers, etc. A practical work, covering the whole field of banking
and providing new and valuable features of great use to the student,
bank clerk, or man of business. In addition to an important
chapter dealing with the arithmetic of the Exchanges, there is a
very full explanation of bank book-keeping, a complete glossary
of all terms used in the banking world, and a section dealing with the
law relating to banking considered not from a legal standpoint, but
from the point of view of the practical banker or business man.
Second Edition, Revised. In demy 8vo, cloth gilt, 312 pp., net
5s.

BANK BALANCE SHEETS AND HOW TO PREPARE THEM. By
J. F. G. Bagshaw, Member of the Institute of Bankers. First

medallist Advanced Book-keeping, National Union of Teachers
;

Fourth Gilbart Prizeman in Banking, etc. In demy 8vo., net 6d.
;

post free 7d.

THE HISTORY, LAW, AND PRACTICE OF THE STOCK EXCHANGE.
By A. P. Poley, B.A., Barrister-at-Law, and F. H. Carruthers
Gould, of the Stock Exchange. A complete compendium of the law
and the present practice of the Stock Exchange. Special attention

is devoted to the Hules of the Stock Exchange, and these are given
in full. In demy 8vo, cloth gilt, 338 pp., net 5s.

PITMAN'S MERCANTILE LAW. By J. A. Slater, B.A., LL.B.
As a practical exposition for law students, business men, and
advanced classes in commercial colleges and schools, this volume
will be found invaluable. Without being a technical law book,
it provides within moderate compass a clear and accurate guide
to the Principles of Mercantile Law in England. Second, Revised,
and Cheaper Edition. In demy 8vo, cloth gilt, 448 pp., net 5s.

THE LAW OF HEAVY AND LIGHT MECHANICAL TRACTION ON
HIGHWAYS IN THE UNITED KINGDOM. By C. A. Montague
Barlow, M.A., LL.D., and W. Joynson Hicks. Containing the

text of all the important Acts on the subject and a summary of

the English and Scotch Reported Cases on Extraordinary Traffic.

In demy 8vo, cloth gilt, 318 pp., net 8s. 6d.

ENCYCLOPAEDIA OF MARINE LAW. By Lawrence Duckworth,
Barrister-at-Law. The method of treatment has been made
alphabetical for facility of reference. All the main principles

of Marine Law are thus brought together under their distinctive

headings, and the use of an elaborate index is dispensed with. The
latest authorities have been carefully consulted, and the latest

statutes and decisions are incorporated in the text. To all those

who have to deal with shipping in any shape or form, the present

volume will prove a most valuable handbook. Second Edition.

In demy 8vo, cloth gilt, 352 pp., net 5s.
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BUSINESS MAN'S HANDBOOKS (continued).

COMPANIES AND COMPANY LAW. Together with the Companies
(Consolidation) Act, 1908. By A. C. Connell, LL.B. (Lond.).

In the present volume the law of Companies is treated on the lines

adopted by the new Consolidation Act. In demy 8vo, cloth gilt,

344 pp., net 5s.

THE LAW OF CARRIAGE. By J. E. R. Stephens, B.A. Of the
Middle Temple, Barrister-at-Law. A clear and accurate account
of the general traders' rights and liabilities in everyday transactions

with carriers, whether by land or by water. Cases are quoted and
statutes cited, and a complete index renders the book easy of refer-

ence. In demy 8vo, cloth gilt, 340 pp., net 5s.

THE THEORY AND PRACTICE OF ADVERTISING. By Walter
Dill Scott, Ph.D. Director of the Psychological Laboratory of

North-Western University, U.S.A.
The author of this work has made advertising the study of his

life and is acknowledged as one of the greatest authorities on the
subject in the United States. The book is so fascinatingly written
that it will appeal to many classes of readers. In large crown 8vo,

cloth, with 61 illustrations, 240 pp., net 6s.

THE PSYCHOLOGY OF ADVERTISING. A Simple Exposition of the
Principles of Psychology in their Relation to Successful Adver-
tising. By the same author. Professor Dill Scott has made a
very lengthy and careful examination of his subject, a task for which
his special training and his wide experience eminently qualify him.
In view of the publication of the present work he prosecuted
extensive inquiries as to the effect of various styles of advertising,

etc.» receiving replies from about 2,300 business and professional

men. He gives us the result of his researches in this book. In
large crown 8vo, cloth gilt, with 67 illustrations, 282 pp., net 6s.

THE PRINCIPLES OF PRACTICAL PUBLICITY. Being a Treatise

on " The Art of Advertising." By Truman A. de Weese. The
author was in charge of special Publicity for the Louisiana Purchase
Exposition at St. Louis (1904), and is Director of Publicity for one
of the largest advertising firms in America. The book will be found
a comprehensive and practical treatise covering the subject in all

its branches, showing the successful adaptation of advertising to

all lines of business. In large crown 8vo, cloth, with 43 full-page

llustrations, 266 pp., net 7s. 6d.

THE WORLD'S COMMERCIAL PRODUCTS. A descriptive account
of the Economic Plants of the World and of their Commercial Uses.

By W. G. Freeman, B.Sc, F.L.S., Superintendent, Colonial Econo-
mic Collections, Imperial Institute, London, and S. E. Chandler,
D.Sc, F.L.S., Assistant, Colonial Economic Collections, Imperial
Institute, London. With contributions by numerous Specialists.

This is a fully illustrated work dealing with the Vegetable Commer-
cial Products of the World. Twelve coloured plates are added, and
the addition of maps renders the work most valuable for information
and reference. In demy 4to, cloth gilt, 432 pp., net 10s. 6d.
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BUSINESS MAN'S HANDBOOKS (continued).

RUBBER AND THE RUBBER MARKET. Being an Account of the
Present State and Prospects of the Rubber Share Markets. By
Emil Davies. With a History and Description of the Rubber
Plant. Reprinted from " The World's Commercial Products."
Edited by W. G. Freeman, B.Sc, F.L.S., and S. E. Chandler,
D.Sc, F.L.S. In crown 8vo, stout paper cover, with illustrations

net 6d.

PITMAN'S OFFICE DESK BOOK. Contains most of the matters
upon which information is constantly required in an office. Gives
reliable information on points of Commercial Law, Banking, and
Bank Notes, Bills of Exchange, the Board of Trade, Joint Stock
Companies, Deeds, Taxes, Weights and Measures, Insurance, Im-
porting and Exporting, Foreign Exchanges, Methods of Calculation,

etc., etc., and also a useful Ready Reckoner. Second, Revised and
Cheaper Edition. In crown 8vo, cloth, 309 pp., net is

WHERE TO LOOK. An easy guide to the contents of certain specified

books of reference. Third Annual Edition, revised and augmented
with the assistance of a prominent Public Librarian, and the

Foreign Librarian, of Mudie's. Including a list of the principal

continental and American books of reference with a note of their

contents. In crown 8vo, cloth, 140 pp., net 2s.

PITMAN'S SECRETARY'S HANDBOOK. Edited by Herbert E.
Blain, joint author of " Pitman's Office Organisation and Manage-
ment." An entirely new work, written on an original plan, and
dealing in a concise yet sufficiently full manner with the work and
duties in connection with the position of Secretary to a Member of

Parliament or other public man ; to a Country Gentleman with a
landed estate ; a charitable institution ; with a section devoted
to the work of the Lady Secretary, and a chapter dealing with
secretarial work in general. In demy 8vo, cloth gilt, 168 pp.,
net 3s. 6d.

PITMAN'S GUIDE FOR THE COMPANY SECRETARY. A Practical

Manual and Work of Reference with regard to the Duties of a
Secretary to a Joint Stock Company. By Arthur Coles, A.C.I.S.,

Sometime Lecturer in the Technological Schools of the London
County Council. With an Introduction by Herbert E. Blain.
The author has had many years' practical experience of Company
Secretarial work, which is dealt with very exhaustively and freely

illustrated with fifty-four facsimile forms. In demy 8vo, cloth gilt,

346~pp., 5s. net.

HOUSEHOLD LAW. By J. A. Slater, B.A., LL.B. (Lond.). In
demy 8vo, cloth gilt, 316 pp., net 5s.

BANKRUPTCY AND BILLS OF SALE. An A B C of the Law. By
W. Valentine Ball, M.A., Barrister-at-Law. In this volume,
principles are laid down with the utmost accuracy, and full refer-

ences are given to all the leading~cases, especially those of a recent
date. A supplement is issued in every year when a new edition

does not appear. In demy 8vo, cloth gilt, 366 pp., net 5s.
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COMMERCIAL CORRESPONDENCE AND
COMPOSITION.

PITMAN'S GUIDE TO COMMERCIAL CORRESPONDENCE AND
BUSINESS COMPOSITION. By W. Jayne Weston, M.A. In-
tended for beginners in the study of commercial education, this book
gives simple but practical instruction in the art of business com-
position and the writing of commercial letters, and is suitable
either for private study or for use in class. It does not consist

merely of a collection of miscellaneous letters, but contains besides
revisionary exercises and many reproductions in facsimile of

commercial documents. In crown 8vo, quarter cloth, 146 pp.,
is. 6d.

INDEXING AND PRECIS WRITING. (See page 9.)

PUNCTUATION AS A MEANS OF EXPRESSION. By A. E. Lovell,
M.A. A complete guide to the accurate use of stops in writing.
In crown 8vo, cloth, 80 pp., is. 6d.

THE AVON ENGLISH GRAMMAR PRIMER. In crown 8vo, cloth,

219 pp., is.

A GUIDE TO ENGLISH COMPOSITION, with Progressive Exercises.
By the Rev. J. H. Bacon, Rector of Great Gonerby, author of
" A Complete Guide to the Improvement of the Memory," etc. In
fcap. 8vo, 112 pp., paper, is. ; cloth, is. 6d.

NOTES OF LESSONS ON ENGLISH. A comprehensive series of lessons
intended to assist teachers of English Composition and Grammar.
In crown 8vo, cloth, 208 pp., 3s. 6d.

GRAMMAR AND ITS REASONS : For Students and Teachers of the
English Tongue. By Mary Holland Leonard. This book is a
series of essays, dealing with the more important parts of English
Grammar. In crown 8vo, cloth, 392 pp., net 3s. 6d.

PITMAN'S STUDIES IN ELOCUTION. By E. M. Corbould (Mrs. Mark
Robinson). A guide to the Theory and Practice of the art of Public
Speaking, Reciting, and Reading. With over 100 selections for

Reciters and Readers. In crown 8vo, cloth gilt, gilt top, silk

register, net 2s. 6d.

ENGLISH COMPOSITION AND CORRESPONDENCE (Davis). (See

page 12.)

PITMAN'S COMMERCIAL CORRESPONDENCE AND COMMERCIAL
ENGLISH. A [new and practical Manual of Commercial Corre-
spondence in two* divisions : first, Commercial Correspondence,
including about 340 letters ; and, second, Commercial English.

In crown 8vo,jcloth, 272|Jpp., zs. 6d,
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COMMERCIAL CORRESPONDENCE, ETC. (continued).

PITMAN'S COMMERCIAL CORRESPONDENCE IN FRENCH. This
work gives all the letters of " Pitman's Commercial Correspondence"
in French, and also contains a List of French Commercial Abbrevia-
tions, French coinage, weights, measures, and other matter of

importance to the student of Commercial French, together with a
number of reduced facsimiles of actual French business forms
and documents. Notes are added to each letter. In crown 8vo,

cloth, 240 pp., 2s. 6d.

PITMAN'S COMMERCIAL CORRESPONDENCE IN GERMAN. In
this work all the letters contained in " Pitman's Commercial Corre-

spondence " are translated into German, with useful notes at the
foot of each letter. It also contains a list of German Business
Abbreviations, German coinage, weights, measures, etc., and reduced
facsimiles of a number of German documents and business forms.

In crown 8vo, cloth, 240 pp., 2s. 6d.

PITMAN'S COMMERCIAL CORRESPONDENCE IN SPANISH. This
work contains a Spanish translation of all the letters in " Pitman's
Commercial Correspondence," with copious notes on the idiomatic
phrases, etc., facsimiles of commercial documents, and a map of

Spain, with the names of the towns, rivers, etc., in Spanish. In
crown 8vo, 240 pp., 3s.

PITMAN'S COMMERCIAL CORRESPONDENCE IN SHORTHAND
(Reporting Style). This work gives in beautifully engraved
Shorthand all the letters included in " Pitman's Commercial
Correspondence," with a chapter on the Shorthand Clerk and his

Duties. Every care is taken to secure a style of writing which shall

be a model. In crown 8vo, cloth, 240 pp., 2s. 6d.

PITMAN'S INTERNATIONAL MERCANTILE LETTERS. In five

volumes, crown 8vo, cloth gilt ; each about 250 pp.

English-German 2s. 6d. English 2s. 6d.

English-French 2s. 6d. English-Italian 3s. od.

English-Portuguese 3s. 6d.

Each volume contains a very large and widely varied collection of

business letters, arranged in groups and in series, and dealing at length
with (a) Business in Goods

; (b) Banking, etc. ; (c) Commission and
Consignment Business ; and (d) The Transport and Insurance of

Merchandise. Each set of transactions is first presented in the
form of a precis or summary, and then the same transactions are

fully illustrated by letters. In the English-Foreign volumes the
nformation respecting the particular business treated, the precis

of the transactions, and the letters are given in English and in

either French, German, Italian, or Portuguese, according to the
language dealt with in the volume. In each of the five volumes
there are additional Exercises for practice, and a useful List of

Business Abbreviations in two or more languages, arranged in

parallel columns,
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COMMERCIAL CORRESPONDENCE, ETC. (continued).

ELEMENTARY GERMAN CORRESPONDENCE. By Lewis Marsh,
B.A. (Hons. ), Cantab. Intended for students who are just beginning
the study of Commercial German. Facsimiles are furnished of

German commercial correspondence and business documents. In
crown 8vo, cloth, 143 pp., 2s.

THE FOREIGN CORRESPONDENT. By Albert Emil Davies. For
the student, the youthful commercial aspirant, or the clerk wishful
of bettering his position, the book is a guide and counsellor. In
crown 8vo, cloth, 80 pp., net is. 6d.

PITMAN'S DICTIONARY OF COMMERCIAL CORRESPONDENCE
IN FRENCH, GERMAN, SPANISH, AND ITALIAN. This volume,
which has just undergone a very thorough revision, has been
limited to the most common and ordinary terms and phrases of

a commercial nature. No intelligent person who has a slight

knowledge of the construction of French, German, Spanish, or
Italian, will find any difficulty in composing a commercial letter in

any of these languages, if a proper use of the work is made as

directed in the Introduction. Second, Revised and Cheaper
Edition. In demy 8vo, cloth, 502 pp., net 5s. Ready immediately.

ENGLISH-GERMAN AND GERMAN-ENGLISH DICTIONARY OF
BUSINESS WORDS AND TERMS. A new pocket English-German
and German-English Dictionary, with a list of Abbreviations in

general use, by Fritz Hundel. Size 2 by 6 in., rounded corners,

roan, net 2s. 6d.

A NEW DICTIONARY OF THE PORTUGUESE AND ENGLISH
LANGUAGES. Based on a manuscript of Julius Cornet, by
H. Michaelis. In two Parts. First Part : Portuguese-English.

Second Part : English-Portuguese. Colloquial, commercial, and
industrial terms have been plentifully introduced throughout the

book and irregularities in the formation of the plural and in the

conjugation of verbs have been carefully noted. Second Edition.

Two volumes, 15s. each, net.

ABRIDGED EDITION. Two parts in one volume, net 15s.

DICTIONARY OF COMMERCIAL PRODUCTS, with equivalents in

French, German, and Spanish. (See pages 30, 31, 32.) 2s. 6d.

COMMERCIAL DICTIONARY. In this book univocal words which
present no difficulty as to spelling are omitted, and abbreviations,

signs, anglicized foreign expressions, etc., are placed in their alpha-

betical order in the body of the book. The appendix contains forms

of address, foreign coinages, weights and measures, etc. In crown
8vo, paper boards, net 9d. ; cloth, net is.

STUDIES IN ESSAY WRITING. By V. P. Peacock. This book deals,

in a very attractive manner, with the higher stages of the art of

English Composition. In crown 8vo, paper, net 6d., cloth, net 9d.
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COMMERCIAL GEOGRAPHY.
THE WORLD AND ITS COMMERCE: A Primer of Commercial

Geography. Contains simply written chapters on the general

geography of the world, the seven great industries, the commercial
geography of the British Empire at home and abroad, and of foreign

countries. The information conveyed is quite up-to-date. In

crown 8vo, cloth, 128 pp., with thirty-four additional maps, is.

Principal Contents.—Part I.—The World Generally—The
Surface of the Earth—Zones and Heat Belts—Distribution of

Life—Agriculture—Herding and Ranching—Fishing—Lumbering
—Mining—Manufacturing—Commerce.
Part II.—-The British Empire.—-The United Kingdom—The

British Empire Abroad.
Part III.—Foreign Countries.

A thorough description is given of the commercial position, the

mineral, agricultural and manufactured productions, and chief

commercial towns of each country.

PITMAN'S COMMERCIAL GEOGRAPHY OF THE UNITED KING-
DOM. In crown 8vo, cloth, 128 pp., with 30 coloured maps and
plates, is.

Principal Contents.—Introduction.—Kinds of Commerce

—

Exchange and Exchanges—Imports and Exports—The Metric
System—Manufactures—The World generally. Commercial
Products.—Common Metals and Minerals—Commercial Products

of Animal Origin—Common Plants and their Commercial Products.

The United Kingdom.—Position, Configuration and Coast Line
—Manufactures—Imports and Exports—Means of Transport

—

Commercial Towns—Trade Routes. England and Wales.—
Scotland.—Ireland.—Mountains—Metals and Minerals—Pro-

ductions—Animals—Geographical Structure — Climate — Bogs

—

Lakes—Fisheries
PITMAN'S COMMERCIAL GEOGRAPHY OF BRITISH COLONIES

AND FOREIGN COUNTRIES. In crown 8vo, cloth, 144 pp., with
35 maps, is. 6d.

Principal Contents.—The British Empire Abroad.—Naval
and Military Stations—Canada and Newfoundland—Australia,

Tasmania, and New Zealand—the British Empire in Asia and
Africa—the British West Indies, etc. Foreign Countries.—
Europe generally : France, Germany, Holland, Russia, Belgium,

Spain, Denmark, Sweden, Norway, Italy, Switzerland, Austria-

Hungary, Portugal, Turkey, and Greece—Minor European Coun-
tries—Asia generally—North America generally, the United
States—Mexico and the Republics of Central America—South
America generally, and the States of South America.

PITMAN'S COMMERCIAL GEOGRAPHY OF THE WORLD. For
Principal Contents see Books I and II immediately above. In

crown 8vo, cloth, 272 pp., with 72 maps and plates, 2s. 6d.

THE WORLD'S COMMERCIAL PRODUCTS. (See page 18.)

GEOGRAPHICAL STATISTIC UNIVERSAL POCKET ATLAS. (See

page 9.)
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COMMERCIAL HISTORY.

COMMERCIAL HISTORY. An introductory Treatise for the use of
advanced classes in schools. By J. R. V. Marchant, M. A., formerly
Scholar of Wadham College, Oxford, Examiner in Commercial
History to the London Chamber of Commerce. In crown 8vo,
cloth gilt, 272 pp., 3s.

Part I.—The History of Commerce down to the end of the Middle
Ages—Coloured Maps, Plates, Maps in black and white, fully

illustrated from ancient tapestries, sculptures, etc., etc.

Part II.—The History of Commerce from the Middle Ages to the
Present Time.—Maps, Plates, etc.

THE EVOLUTIONARY HISTORY OF ENGLAND, Edited by Oscar
Browning, Fellow of King's College, Cambridge. 125 illustrations,

beautiful reproductions of eleven famous historical paintings,

genealogical tables, glossary, summary. 272 pp., is. iod.

COMMERCIAL LAW.

THE ELEMENTS OF COMMERCIAL LAW. By A. H. Douglas,
LL.B. (Lond.). (See page 12.)

THE COMMERCIAL LAW OF ENGLAND. A Handbook for Business
Men and Advanced Classes in Schools. By J. A. Slater, B.A.,
LL.B. (Lond.), of the Middle Temple and North-Eastern Circuit,

Barrister-at-Law. This work is intended for the service of advanced
students in schools ; but it has been designed in an equally
important degree as a constant desk companion to the modern
man of business. It is believed that the method of treatment will

render the work a useful text-book for the various examinations
in Commercial Law. With five facsimiles. Bills of Exchange (at

3 mos.), do. (at sight). Bill of Lading, Charter Party, Cheque
crossings. Fourth Edition. In crown 8vo, cloth, 227 pp., 2s. 6d.

QUESTIONS AND ANSWERS IN COMMERCIAL LAW. By J. Wells
Thatcher, Barrister-at-Law. This new book contains the whole
of the questions in Commercial Law set at the examinations of the

London Chamber of Commerce and the Royal Society of Arts, for the

years 1900 to 1909 inclusive, with the correct answers thereto.

In crown 8vo, cloth gilt, 2s. 6d.
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COMMERCIAL LAW (continued).

PITMAN'S HANDBOOK OF LOCAL GOVERNMENT LAW. Specially

designed for students for the Examination of the Institute of

Municipal Treasurers and Accountants (Incorporated), as well as

for all students engaged in the offices of Local Authorities in

England and Wales. By J. Wells Thatcher, of the Middle
Temple, Barrister-at-Law. One of the Lecturers on Local Govern-
ment Law and Commercial Law for the Educational Committee of

the London County Council. In large 8vo, cloth gilt, 250 pp.,

net 3s. 6d.

ELEMENTARY LAW FOR SHORTHAND CLERKS AND TYPISTS.
The plan followed in this work is that of giving such an account
of various branches of English law as shall serve to bring out the

precise significance of the chief terms customarily used by lawyers,

and often used by laymen. In crown 8vo, cloth, 213 pp., 2s. 6d.

LEGAL TERMS, PHRASES, AND ABBREVIATIONS. For typists

and Shorthand and other Junior Clerks. This work is supplemen-
tary to " Elementary Law," and its chief object is that of enabling
junior clerks in English legal offices to gain an intelligible grasp
of the meaning of the terms that they are called upon to employ
every day. In crown 8vo, cloth, 200 pp., 2s. 6d.

PITMAN 'S SOLICITOR'S CLERK'S GUIDE. By E. A. Cope. This
work is designed to serve for beginners and junior clerks in solicitors'

offices the purpose served as regards other callings by office guides

and other introductory technical books. In crown 8vo, cloth, 2s. 6d.

CONVEYANCING. By E. A. Cope. Explains the essentials of a
contract relating to land, illustrates the nature, the form, and the
structure of the modern deed, the order of its contents, the impor-
tance of recitals, the clauses implied by virtue of the Conveyancing
and other Acts, the appropriate use of technical expressions, and
numerous other points. In crown 8vo, cloth, 206 pp., net 3s.

PITMAN'S BILLS, CHEQUES, AND NOTES. (See page 16.) Net 2s. 6d.

PITMAN'S MERCANTILE LAW. By J. A. Slater, B.A., LL.B.
(See page 17.) Net 5s.

THE LAW OF HEAVY AND LIGHT MECHANICAL TRACTION
ON HIGHWAYS IN THE UNITED KINGDOM. By C. A. Montague
Barlow, M.A., LL.D., and W. Joynson Hicks. (See page 17.)

Net 8s. 6d.

ENCYCLOPAEDIA OF MARINE LAW. By Lawrence Duckworth,
Barrister-at-Law. (See page 17.) Net 5s.

BANKRUPTCY AND BILLS OF SALE. By W. Valentine Ball, M.A.,
Barrister-at-Law. (See page 19.) Net 5s.

COMPANIES AND COMPANY LAW. By A. C. Connell, LL.B.
(See page 17.) Net 5s.

THE LAW OF CARRIAGE. By J. E. R. Stephens, B.A., (See
page 18.) Net 5s.
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COMMERCIAL READERS.

PITMAN'S COMMERCIAL READER (Intermediate Book). A splen-

didly illustrated reading book, written on the same general plan as

the Senior Book in the same series, but intended for younger
readers. It is divided into nine sections, dealing with the chief

branches of Modern Industry, such as Paper-making and the
Production of Books and Newspapers ; Steam and Machinery

;

Shipping ; Mining and Metal Works ; Electricity and its Uses
;

Cotton and what is made from it ; Woollen Manufactures, etc.

Each Section ends with the life story of some notable industrial

pioneer. In crown 8vo, cloth, 240 pp., is. 9d.

PITMAN'S COMMERCIAL READER (Senior Book). An Introduction
to Modern Commerce. The most important and valuable Reading
Book yet published for use in the Upper Classes in Day Schools
and in Evening Continuation Schools. Crown 8vo, cloth, 272 pp.,
2S.

Contains over 160 black and white illustrations, which include

reproductions of famous pictures by Lord Leighton, P.R.A., Vicat
Cole, R.A., Sidney Cooper, R.A., and Marcus Stone, R.A., together
with portraits (reproduced from photographs) of Lord Rothschild,

Lord Armstrong, Lord Masham, Sir Alfred Jones, Sir George
Williams, Guglielmo Marconi, etc., etc., etc. ; six black and white
maps, and a coloured quarto Map of the World, showing the British

Empire, the chief Telegraph Cables and Steamer Routes, etc.
;

Glossary.

PITMAN'S FRENCH COMMERCIAL READER. Deals in an interest-

ing manner with the leading Commercial and National Institutions

of France. The reading matter is most carefully selected, and while

the student of French is improving his mastery of the language, he
is at the same time getting a good insight into French commercial
methods. Thus, while reading about invoices, the actual document
is brought under his notice. Additional value is given to the book
by the inclusion of questions and exercises. Maps, illustrations,

and facsimiles of French commercial documents illustrate the

text, and, in addition, the book contains a selection of commercial
letters, a full list of commercial abbreviations in current use, and
an exhaustive vocabulary. In crown 8vo, cloth, 208 pp., 2s. 6d.

PITMAN'S GERMAN COMMERCIAL READER. Prepared on similar

lines to the French Commercial Reader above. It furnishes a

practical introduction to German commercial institutions and
transactions, with questions and exercises which render it well

suited for use in schools. Students are afforded the fullest help

possible from plates, illustrations, maps, and facsimiles of German
commercial documents. The text has had the benefit of revision

by modern language masters in well-known schools. In crown 8vo,

cloth, 208 pp.. 28. 6d.
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HANDWRITING.
PITMAN'S COMMERCIAL HANDWRITING AND CORRESPOND-

ENCE. A complete and reliable guide for the student of any kind
of handwriting, designed for use in class for self-tuition. In fcap.

quarto, quarter cloth, 2s.

Contains carefully graduated Exercises, together with Plain
and Practical Instructions for the Rapid Acquirement of a Facile

and Legible Business Style of Handwriting—Furnishes also Explicit

Directions for the Formation of the Recognised Civil Service Style

—

Text Hand—Legal Style—Engrossing Style—Block Lettering, as

Required for Business Purposes—Valuable Hints on Business
Composition—Specimens of Written Business Letters and Various
Commercial documents, such as Account Sales, Accounts Current,

Bills of Exchange, Promissory Notes, I.O.U.'s, Invoices, Statements,
Receipts, etc.—Lists of Business Abbreviations, and Particulars

of the Examination Requirements of the Society of Arts, Union of

Lancashire and Cheshire Institutes, Midland Union of Institutes

and other Examining Authorities.

The whole of the numerous exercises, copies and illustrations

are facsimile reproductions of the author's actual handwriting.

BUSINESS HANDWRITING. The object of this work is to enable
students to acquire the habit of writing with ease and rapidity,

in such a manner that the meaning of even careless writing may be
at once evident to the reader. The many illustrations and exercises

form a special feature of the work, and these are photographic
reproductions of the actual writing of the author and his professional

friends. Seventh Edition, revised. In crown 8vo, cloth, 84 pp., is.

PITMAN'S COMMERCIAL COPY AND EXERCISE BOOKS. These
Copy Books contain carefully graded sets of exercises in business
work. The copies are engraved in a clear style of writing, for the
purpose of guiding the student to a rapid and legible commercial
hand. In fcap. folio, 32 pp., each 6d.

No. I.—Documents and Exercises relating to the Home Trade.
Principal Contents.—Commercial Terms and Abbreviations

—

Copying and Docketing Letters—Copying and Arrangement of

Addresses—Subscriptions and Signatures of Letters—Letter-
Writing—Composing Telegrams—Home Invoices, Cheques, and
Receipts.

No. 2.—Documents and Exercises relating to the Import and Export
Trade.

Principal Contents.—Shipping Invoices of various kinds

—

Account Sales—Statements of Account—Credit Notes—Inland
Bill and Promissory Note—Account Current—Balance Sheets

—

Bills of Exchange—Bank Deposit Slips—Bills of Lading—Advice
Notes—Customs Declaration Forms and Despatch Notes for

Parcels Post—Brokers' Notes—Market Reports—Price Lists

—

Letters of Advice—Insurance Accounts, etc., with blank forms to

be filled up by the student, and also a list of Commercial Terms,
and Abbreviations with their meanings.
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HANDWRITING (continued).

EXERCISE BOOK OF FACSIMILE COMMERCIAL FORMS. Designed
for the dual purpose of a copy book of commercial handwriting
and to enable the student to familiarize himself with the filling

up of business documents, etc. Among the forms given are :

—

Accounts Current, Account Sales, Invoices, Bills of Lading, Bills of

Exchange, Cheques, Consignment Notes, etc. In large post 4to,

printed in red and black, in wrapper, 32 pp., 6d.

PITMAN'S FACSIMILE COMMERCIAL FORMS. A collection of the
most common forms in everyday use in business to be filled up
by the student. 26 separate forms in envelope. 6d. Forms
separately, per dozen, 3d.

PITMAN'S OFFICE ROUTINE COPY BOOK, No. 1, In large post 4to,

24 pp., 3d.

Contains :—Specimen Addresses—Clerical, Commercial, Express
Delivery, French, German, Italian, Miscellaneous, Official, Private,

Railway, Registered, and Spanish, with forms for Transmitting
Money or Goods by Post or Rail.

PITMAN'S OFFICE ROUTINE COPY BOOK, No. 2. In large post 4to,

24 pp., 3d.

Contains :—Inland Invoices—Statements of Accounts—Receipts
—Telephone Message and Reply—A Credit Note—Export Mer-
chant's Invoice—Telegrams—Cheques—Letters Advising and
Acknowledging Payment.

PITMAN'S OFFICE ROUTINE COPY BOOK, No. 3. In large post 4to,

24 pp., 3d.

Contains :—Letters Ordering Goods—Letters Advising Travel-

ler's Call—House Agent's Letters—Reply to an Inquiry—Letter
enclosing Copy of Advertisement—Application for Shares—Letter
Advising Despatch of Catalogue—Letter Advising Delivery of a
Cycle—Letter Requesting a Special Favour—Letter of Recom-
mendation—Dunning Letters—A Promissory Note—Order for

Advertisement and Reply—Banker's Receipt for Share Deposit.

CIVIL SERVICE AND COMMERCIAL COPYING FORMS. A collection

of papers set at various examinations, with suggestions for obtaining

the best results. In crown 8vo, 40 pp., 6d.

RULED FORMS for use with above. Books I and II. Each fcap.

folio, 40 pp., 8d.
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FRENCH AND ITALIAN.
PITMAN'S FRENCH COURSE, Part I. Grammar, with exercises,

carefully selected conversational phrases and sentences, corre-

spondence, short stories from French authors, and judiciously

chosen vocabulary with imitated pronunciation. In crown 8vo,
paper, 6d. ; cloth, 8d.

PITMAN'S FRENCH COURSE, Part II. In crown 8vo, paper, 8d. ;

cloth, iod.

KEY TO PITMAN 'S FRENCH COURSE, Parts I and II. In crown 8vo,
each is 6d

PITMAN'S* PRACTICAL FRENCH GRAMMAR and Conversation
for Self-Tuition, with copious Vocabulary and Imitated Pronuncia-
tion. In crown 8vo, 120 pp., paper, is. ; cloth, is. 6d.

A CHILD'S FIRST STEPS IN FRENCH. By A. Vizetelly. An
elementary French reader with vocabulary. Illustrated. In crown
8vo, limp cloth, 9d.

FRENCH BUSINESS LETTERS. A Practical Handbook of Commercial
Correspondence in the French Language, with copious notes in

English. In crown 4to, 6d.

COMMERCIAL CORRESPONDENCE IN FRENCH, (See page 21.)

In crown 8vo, 240 pp., cloth, 2s. 6d.

FRENCH COMMERCIAL READER. (See page 26.) In crown 8vo,
cloth, 208 pp., 2s. 6d.

FRENCH COMMERCIAL PHRASES and Abbreviations with Trans-
lation. In crown 8vo, 6d.

FRENCH BUSINESS INTERVIEWS. With Correspondence, Invoices,

etc., each forming a complete Commercial Transaction, including
Technical Terms and Idiomatic Expressions, accompanied by a
copious vocabulary and notes in English. This work can be com-
mended to all who desire to acquaint themselves with commercial
French. In crown 8vo, 80 pp., paper, is. ; cloth, is. 6d.

EASY FRENCH CONVERSATIONAL SENTENCES. With literal

interlinear translation and imitated pronunciation. In crown 8vo,
6d.

ADVANCED FRENCH CONVERSATIONAL EXERCISES. Consisting
of everyday phrases, dialogues, proverbs, and idioms, with trans-

lation, for the use of schools and private students In crown 8vo, 6d.

EXAMINATIONS IN FRENCH, AND HOW TO PASS THEM. Exam-
ination Papers recently set at some of the Chief Public Examinations
fully solved. In crown 8vo, 6d.

TOURIST'S VADE MECUM OF FRENCH COLLOQUIAL CONVER-
SATION. A careful selection of every-day phrases in constant use,

with Vocabularies, Tables, and general rules on Pronunciation.
An easy method of acquiring a knowledge of French sufficient for

all purposes of Tourists or Business Men. Special attention has
been devoted to the section on Cycling and Photography. Handy
size for the pocket, cloth, net is.

TOURIST'S VADE MECUM OF ITALIAN COLLOQUIAL CONVER-
SATION. On the same lines as the French volume. Cloth, net is.
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FRENCH AND ITALIAN (continued),

FRENCH TRANSLATION AND COMPOSITION. By Lewis Marsh,
B.A. (Hons.), Cantab., Med. and Mod. Languages Tripos, Late
Exhibitioner of Emmanuel College ; White Prizeman ; Assistant
Master, City of London School ; and Special Instructor in French
and German to the London County Council. Students preparing
for public examinations will find this book exceedingly helpful.
It is divided into four Parts. In Part I the chief difficulties met with
in translation are classified and arranged, and the hints conveyed
are summarized in a number of " Golden Rules " at the end

;

while in Part II the author works through a good selection of
representative extracts according to the methods previously
described, and finally gives in each case a finished translation, the
aim throughout being to teach the student to deal intelligently
with different styles of prose and verse. Part III consists of 100
carefully graduated extracts to be worked out by the student
himself, all taken from classical French authors ; and these are
followed in Part IV by exercises in French composition based on the
extracts in the preceding part. At the end is a French-English
and English-French vocabulary. In crown 8vo, cloth, 187 pp.,
2s. 6d.

FRENCH PHRASES FOR ADVANCED STUDENTS. By Edward
Kealey, B.A. A collection of useful phrases compiled on a new
system. This book cannot fail to be of the utmost utility and
assistance to those advanced students of French who are anxious
to increase their knowledge of idiomatic terms and expressions. The
author, who is Modern Language Master at Ampleforth College,

Oswaldkirk, has brought together the phrases which he has found
useful in his career as a teacher, and he has had every opportunity
of testing their value by the practical tests of public examinations.
In crown 8vo, is. 6d.

PITMAN'S DICTIONARY OF COMMERCIAL CORRESPONDENCE
IN FRENCH, GERMAN, SPANISH AND ITALIAN. (See page 22.)

Net 5s.

DICTIONARY OF THE WORLD'S COMMERCIAL PRODUCTS. Second
Edition, Revised. With French, German, and Spanish equivalents

for the Names of the Products. By J. A. Slater, B.A., LL.B.
In demy 8vo, 163 pp., cloth, 2s. 6d.

THE FOREIGN CORRESPONDENT. By Albert Emil Davies. (See

page 22.) In crown 8vo, cloth, 80 pp., net is. 6d.

PITMAN'S INTERNATIONAL MERCANTILE LETTERS. English-

French. (See page 21.) In crown 8vo, cloth, 2s. 6d.

PITMAN'S INTERNATIONAL MERCANTILE LETTERS. English-

Italian. (See page 21.) In crown 8vo, cloth, 3s.
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GERMAN.
PITMAN'S GERMAN COURSE. Part I, Grammar, with exercises,

carefully selected conversational Phrases and Sentences, Corre-
spondence, short stories from German authors, and vocabulary
with imitated pronunciation. In crown 8vo, paper, 6d. ; cloth, 8d.

KEY TO PITMAN 'S GERMAN COURSE. Part I. In crown 8vo, is. 6d.

PITMAN'S PRACTICAL GERMAN GRAMMAR and Conversation
for Self-Tuition, with copious Vocabulary and imitated pronun-
ciation. In crown 8vo, paper, is. ; cloth, is. 6d.

GERMAN BUSINESS INTERVIEWS, Nos. i and 2. With Correspond-
ence, Invoices, etc., each forming a Complete Commercial Transac-
tion, including Technical Terms, Dialogues for Travellers, and
Idiomatic Expressions used in Shipping and Mercantile Offices,

accompanied by a copious marginal Vocabulary and Notes in

English. In crown 8vo, each, paper, is. ; cloth, is. 6d.

ELEMENTARY GERMAN CORRESPONDENCE. By Lewis Marsh,
B.A. (See page 22.) In crown 8vo, cloth, 2s.

COMMERCIAL CORRESPONDENCE IN GERMAN. (See page 21.)

In crown 8vo, cloth, 240 pp., 2s. 6d.

GERMAN COMMERCIAL READER. (See page 26.) In crown 8vo,
cloth, 208 pp., 2s. 6d.

GERMAN BUSINESS LETTERS, With copious marginal vocabulary
and notes in English, and some letters in German script characters.

In crown 8vo, 6d.

GERMAN COMMERCIAL PHRASES. With abbreviations and
translation. In crown 8vo, 6d.

EXAMINATIONS IN GERMAN, and How to Pass Them, being Exam-
ination Papers recently set at the Chief Public Examinations, fully

solved. In crown 8vo, 6d.

EASY GERMAN CONVERSATIONAL SENTENCES. With literal

interlinear translation and imitated pronunciation. In crown 8vo, 6d.

ADVANCED GERMAN CONVERSATIONAL EXERCISES. In crown
8vo, 6d.

TOURIST'S VADE MECUM OF GERMAN COLLOQUIAL CONVER-
SATION. With vocabularies, tables, etc., and general rules on
pronunciation ; being a careful selection of phrases in constant
use. In crown 8vo, cloth, net is.

DER NEFFE ALS ONKEL. Schiller's Comedy, fully annotated.
In crown 8vo, paper, 6d., cloth, is.

ENGLISH-GERMAN AND GERMAN-ENGLISH DICTIONARY OF
BUSINESS WORDS AND TERMS. (See page 22.) Size 2 by 6 in.,

rounded corners, cloth, net 2s. 6d.

PITMAN'S DICTIONARY OF COMMERCIAL CORRESPONDENCE
IN FRENCH, GERMAN, SPANISH AND ITALIAN. (See page 22.)

In demy 8vo, cloth, 500 pp., net 5s.

DICTIONARY OF THE WORLD'S COMMERCIAL PRODUCTS
(Slater). With equivalents in French, German, and Spanish.
(See page 30.) 2s. 6d.

PITMAN'S INTERNATIONAL MERCANTILE LETTERS. English-

German. (See page 21.) In crown 8vo, cloth, 2s. 6d.
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SPANISH AND PORTUGUESE.

.SPANISH BUSINESS LETTERS. A handbook of commercial corre
spondence in the Spanish language. In crown 8vo, 6d.

SPANISH BUSINESS INTERVIEWS. With Correspondence, Invoices,

etc. In crown 8vo, paper, is. ; cloth, is. 6d.

EASY SPANISH CONVERSATIONAL SENTENCES. With literal inter-

linear translation and imitated pronunciation. In crown 8vo, 6d.

ADVANCED SPANISH CONVERSATIONAL EXERCISES. Consisting

of everyday phrases, dialogues, proverbs, and idioms, with
translation. In crown 8vo, 6d.

PITMAN'S PRACTICAL SPANISH GRAMMAR. With Conversation
for Self-Tuition, copious vocabulary, and imitated pronunciation.

In crown 8vo, paper, is. ; cloth, is. 6d.

SPANISH COMMERCIAL PHRASES. With abbreviations and
translation. In crown 8vo, 8d.

TOURIST'S VADE MECUM OF SPANISH COLLOQUIAL CONVER-
SATION. With vocabularies, tables, etc., and general rules on
pronunciation. Cloth, net is.

COMMERCIAL CORRESPONDENCE IN SPANISH. (See page 21.)

SPANISH SHORTHAND. (See page 36.)

PITMAN'S DICTIONARY OF COMMERCIAL CORRESPONDENCE.
(See page 22.) Net 5s.

DICTIONARY OF THE WORLD'S COMMERCIAL PRODUCTS. (See

page 30.) 2s. 6d.

THE FOREIGN CORRESPONDENT (Davies). (See page 22.) Net

is. 6d.

A NEW DICTIONARY OF THE PORTUGUESE AND ENGLISH
LANGUAGES. (See page 22.)

PITMAN'S INTERNATIONAL MERCANTILE LETTERS. English-

Portuguese. (See page 21.)

LAW.
See under " Commercial Law " and " Business Handbooks."
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SHORTHAND.
(Abridged List. Complete Catalogue on application.)

PHONOGRAPHIC TEACHER Price 6d. ;
post-free 6Jd.

KEY TO THE "PHONOGRAPHIC TEACHER." Price 6d.
;

post-

free 6£d.

EXERCISES IN PHONOGRAPHY. Price id. ;
post-free lid.

PROGRESSIVE STUDIES IN PHONOGRAPHY. Price is. ; cloth, is. 6d.

PITMAN'S SHORTHAND WRITING EXERCISES AND EXAMINA-
TION TESTS. In crown 8vo, cloth. Price is. 6d. ; stiff boards, is.

KEY TO PITMAN'S SHORTHAND WRITING EXERCISES AND
EXAMINATION TESTS. In crown 8vo, cloth gilt, 267 pp., 3s. 6d.

PITMAN'S SHORTHAND INSTRUCTOR. A Complete Exposition of

Sir Isaac Pitman's System of Phonography. Price 3s. 6d.

KEY TO " PITMAN 'S SHORTHAND INSTRUCTOR, '

' Price is. ; cloth,

is. 6d.

PITMAN'S SHORTHAND MANUAL (being Part I of "Pitman's
Shorthand Instructor"). Price is. 6d. ; cloth, 2s.

KEY TO "PITMAN'S SHORTHAND MANUAL," Price 6d.
;

post-

free 7d.

PITMAN'S SHORTHAND GRADUS ; a Series of Writing Exercises.

Price 2d.
; post-free 2jd.

PITMAN'S SHORTHAND REPORTER (being Part II of " Pitman's
Shorthand Instructor"). Price 2s. ; cloth, 2s. 6d.

KEY TO " PITMAN'S SHORTHAND REPORTER " (being Part II of
" Pitman's Shorthand Instructor"). Price 6d. ; post-free 6Jd.

REPORTING EXERCISES. Price 6d. ; post-free 6}d.

KEY TO "REPORTING EXERCISES." In the Reporting Style of

Pitman's Shorthand. Price is.

GRAMMALOGUES AND CONTRACTIONS. Price 2d. ; post-free 2jd.

PITMAN'S SHORTHAND PRIMER. In three books. Price 6d. each ;

post-free 6£d.

KEY TO " PITMAN 'S SHORTHAND PRIMER, '
' Books I, II, and III.

Price 6d. each ; post-free 6Jd.
PITMAN'S SHORTHAND READING LESSONS, No. 1. Price 6d.

;

post-free 6Jd.
PITMAN'S SHORTHAND READING LESSONS, No. 2. Price od. ;

post-free iod.

KEY TO "PITMAN'S SHORTHAND READING LESSONS," Nos. 1

and 2, in ordinary print. Each 2d.
COMPEND OF PHONOGRAPHY. Price id. ; post-free ijd.

PITMAN'S "FONO " HEAD-LINE SHORTHAND COPY BOOKS.
Book A

]
For " The No. 1 l For " Pitman's

„ B L Phonographic „ 2 1 Shorthand
„ C J Teacher." „ 3 J Primer, Book I."

Price 2d. each ; post-free 2jd.
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SHORTHAND (continued).

SHORTHAND COMMERCIAL COURSE. Cloth, 240 pp. Price 3s. 6d.

KEY TO SHORTHAND COMMERCIAL COURSE. Cloth. Price is. 6d.

^GRADUATED TESTS IN PITMAN'S SHORTHAND. Price 6d.
;

post-
free 6£d.

PITMAN'S SHORTHAND CANDIDATE'S DICTATION EXERCISES.
Cloth is.

PITMAN'S PROGRESSIVE DICTATOR. Cloth, 228 pp., 2s. 6d.

PITMAN'S SHORTHAND DICTIONARY. Ninth Edition. Price,

cloth, 4s. ;
" Library Edition," roan, coloured edges, 5s.

PITMAN'S ABRIDGED SHORTHAND DICTIONARY. Price, roan,
gilt edges, 2s. 6d.

REPORTER'S ASSISTANT. Price is. 6d. ; cloth, 2s.

PHONOGRAPHIC PHRASE BOOK. Price is. ; cloth, is. 6d.

RAILWAY PHRASE BOOK, Price 6d.
;

post-free 6£d.

LEGAL PHRASE BOOK. Price 6d.
;

post-free 6£d.

MILITARY PHRASE BOOK. Price is.

INSURANCE PHRASE BOOK. Price 6d.
;

post-free 6Jd.

BANKING PHRASE BOOK. Price 6d., post free 6£d.

TECHNICAL REPORTING. Price is. 6d. ; cloth, 2s.

INTERLINED SPEED PRACTICE BOOKS. No. 1.—Speeches. No. 2.—
Sermons. No. 3.—Commercial. Price i£d. each

;
post-free 2d.

KEYS TO "INTERLINED SPEED PRACTICE BOOKS," Nos. 1, 2,

and 3. In Reporting Style. Price 2d. each ;
post-free 2^d.

GRADUATED DICTATION BOOKS. No. 1.—Political Speeches.

No. 2.—Sermons. No. 3.—Commercial. No. 4.—Speeches (Com-
mercial) and Addresses. In crown 8vo. Price 4d. each ;

post-free

4id.

KEY TO " GRADUATED DICTATION BOOK IN SHORTHAND, Nos.
1 and 2." In Reporting Style. In crown 8vo. Each 6d. ;

post-free

7d.

BRIEF REPORTING NOTES IN SHORTHAND. Price 6d.
;

post-free

yd. ; cloth, is.

PITMAN'S REPORTING^PRACTICE. In crown 8vo, cloth. Price 2s.

ACQUISITION OF SPEED IN PHONOGRAPHY. By E. A. Cope. In

ordinary print. New edition enlarged, and thoroughly revised.

In crown 8vo. Price 6d. ;
post-free 7d.

SHORTHAND IN THE OFFICE. Price is. 6d. ; cloth, 2s.

SHORTHAND COMMERCIAL LETTER WRITER. Price is. ; cloth,

is. 6d.

KEY TO THE "SHORTHAND COMMERCIAL LETTER WRITER."
Price 6d. ; post-free yd. ; cloth, is.

THE SHORTHAND COMMERCIAL LETTER WRITER AND KEY in

one volume. Cloth, 2s.
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SHORTHAND (continued).

OFFICE WORK IN SHORTHAND. Price is. ; cloth, is. 6d.

KEY TO " OFFICE WORK IN SHORTHAND/' Price 6d. ; post-free

7d. ; cloth, is.

OFFICE WORK IN SHORTHAND AND KEY, in one volume. Cloth,

23.

BUSINESS CORRESPONDENCE IN SHORTHAND. Price is. ; cloth,

is. 6d.

KEY TO " BUSINESS CORRESPONDENCE IN SHORTHAND," Price

6d. ; post-free 7d. ; cloth, is.

BUSINESS CORRESPONDENCE IN SHORTHAND AND KEY. In one
1 volume, bound in cloth. Price 2s.

TRADE CORRESPONDENCE IN^SHORTHAND. Price is.

KEY TO "TRADE CORRESPONDENCE IN SHORTHAND." Price

6d.
;

post-free yd.

MISCELLANEOUS CORRESPONDENCE IN PITMAN'S SHORTHAND
(Reporting Style). With Key in ordinary Print. First Series.

Quarter cloth, is. ; cloth, is. 6d.

PITMAN'S SHORTHAND TEACHER'S HANDBOOK. Tenth Edition.

In crown 8vo. Price, cloth, is. 6d.

PITMAN'S CUMULATIVE SPELLER AND SHORTHAND VOCABU-
LARY. Cloth, is. 3d.

PITMAN'S SHORTHAND KINDERGARTEN MODELS. Teacher's

set in strong wooden box with handle, net 7s. 6d. Student's set,

net 5s. 6d.

LIFE OF SIR ISAAC PITMAN, Inventor of Phonography. With
about 50 illustrations. In demy 8vo, cloth gilt, gilt top, 7s. 6d.

SHORTHAND READING BOOKS.
(Printed from engraved characters except where otherwise stated.)

In the Learner's Style.

iESOP 'S FABLES. In words of one syllable. Price 6d. ;
post-free 6£d

.

EASY READINGS. Price 6d. ; post-free 6£d.
LEARNER'S SHORTHAND READER. Price 6d.

;
post-free 6Jd.

PITMAN'S SHORTHAND READING LESSONS, No. 1. (See page 27.

In the Corresponding Style.

PHONOGRAPHIC READER. Price 6d. ;
post-free 6Jd.

THE CHIMES. By Charles Dickens. Price is. 6d. ; cloth, 2s
:

.

THE BATTLE OF LIFE. By Charles Dickens. Price is. ; cloth,

is. 6d.

THE BOOK OF PSALMS. From the Authorised Version of the Bible.

Price is. ; cloth, is. 6d.

SELF-CULTURE. By J. S. Blackie. Price is. ; cloth, is. 6d.

KEY to ditto, in ordinary print. In post 8vo. Price, cloth, 2s. 6d.

THE VICAR OF WAKEFIELD. By Oliver Goldsmith. Illustrated.

.Price 2s. ; cloth, 2s. 6d
GtfLLIVER'S VOYAGE TO LILLIPUT. . By Jonathan Swift. Price

is. ; cloth, is. 6d.
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SHORTHAND READING BOOKS (continued).

ROBINSON CRUSOE. By Daniel Defoe. Illustrated. Price 2s. ;

cloth, 2s. 6d.

'TALES AND SKETCHES. By Washington Irving; with Key in

ordinary print. Price is. ; cloth, is. 6d.

THE SILVER'SHIP OF MEXICO. A tale of the Spanish Main. An
abridgment of J. H. Ingraham's story. Price is. ; cloth, is. 6d.

SELECT READINGS, No. 1. Price 6d. ; post-free 6Jd,
SELECT READINGS, No. 2. Price 6d. ; post-free 6Jd.
PITMAN'S SHORTHAND READING LESSONS, No. 2. (See page 27.)

CHRISTMAS CAROL. By Charles Dickens. Price is. ; cloth is. 6d.

THE CRICKET ON THE HEARTH. By Charles Dickens. Price

is. 6d. ; cloth 2s.

THE HAUNTED MAN. By Charles Dickens ; with 23 illustrations

by S. J. Loxton. Price is. 6d. ; cloth 2s.

TALES FROM DICKENS. Price is. 6d. ; cloth, 2s.

THE SIGN OF FOUR. By Sir A. Conan Doyle. Price is. 6d. ; cloth,

as.

AROUND THE WORLD IN EIGHTY DAYS. By Jules Verne,
abridged. Price is. 6d. ; cloth, 2s.

SELECTIONS FROM AMERICAN AUTHORS. Price is. ; cloth, is. 6d.

THE LEGEND OF SLEEPY HOLLOW. By Washington Irving
with Key in ordinary print. Price 6d ; post-free 6Jd.

MUGBY JUNCTION AND OTHER STORIES. By Charles Dickens.
Price is. 6d. ; cloth 2s.

RIP VAN WINKLE. By Washington Irving ; with Key in ordinary
print. Three illustrations. Price 6d. ; post-free 6Jd.

GLEANINGS, No. i. Price 6d. ; post-free 6Jd.
GLEANINGS, No. 2. Price 6d. ; post-free 6Jd.
THE HOLY BIBLE. Containing the Old and New Testaments.

Lithographed in the Easy Reporting Style. Authorised Version.
Price, cloth, red edges, ios. ; roan, gilt edges, 12s. ; morocco, gilt

edges, 15s.

THE NEW TESTAMENT. In Easy Reporting Style with two coloured
maps. Authorised Version. Price, roan, red edges, 4s. ; morocco,
gilt edges, 5s.

THE BOOK OF COMMON PRAYER. Easy Reporting Style. Price,

roan, red edges, 4s. ; morocco, gilt edges, 5s.

CHURCH SERVICES. Easy Reporting Style, 935 pp. Price, roan,
bevelled boards, gold lettered back and side, 5s. 6d. ; morocco
ditto, gilt edges, 7s. 6d.

THANKFUL BLOSSOM. By Bret Harte. Price is. ; cloth, is. 6d.

ADAPTATIONS OF PHONOGRAPHY TO FOREIGN LANGUAGES.
Dutch Phonography, 5s. ; Esperanto Phonography, net is. ; French
Phonography, is. and is. 6d. ; German Shorthand, is. 6d. and 2s. ;

Italian Phonography, 2s. 6d.
; Japanese Phonography, Part I, is

r

6d.,

Part II, 2s. ; Examples and Exercises, is. ; Spanish Shorthand,
3s. 6d., Key, 2s. ; Welsh Shorthand, 2s. Espersteno (an adaptation
of Pitman's Shorthand to Esperanto), net is.
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NOTE-BOOKS, ETC.

In ordering through a bookseller please state " FONO * series and
the register number which is printed on each copy, and be careful to

accept no other. Imitations are often sold which are vastly inferior in

quality of paper and strength of binding.

FONO REPORTER'S NOTE-BOOKS.
No. 1.—Red lines, suitable for pen or pencil ; with the Grammalogues

,

alphabetically arranged, printed inside the cover. 80 pp., id.,

post-free i^d. ; six copies, post-free 9d. ; twelve copies, post-free

is. 3d.

No. 2.—Red lines, suitable for pen or pencil ; with the Grammalogues
inside the cover. 160 pp., 2d., post-free 3d. ; six copies, post-free

is. 3d. ; twelve copies, post-free 2s. 4d.
No, 3.—With the Contracted Words inside the cover. 200 pp., 3d.

;

post-free 4d.

No. 4.—With List of Longhand Press Contractions and Press Telegraph
Regulations printed inside the cover. 160 pp., superior paper,
elastic binding, 4d. ; post-free 5d. Cloth cases for holding this,

and also No. 3 Note-book, can be had from 6d. to 3s.

No. 5.—Single or Double Lines. 200 pp., 8 by 5, elastic binding to
open flat, 6d.

; post free 7d. Cloth cases for holding this Note-book
can be had at is. each.

No. 5 R.—200 pages, 8 in. by 5 in., elastic binding to open flat. Exactly
like No. 5, except that the lines are ruled in red instead of blue, as

in the ordinary No. 5 Single Lines. Price 6d.
;

post-free 8d.

No. 5 W.—This book is ruled in red, and is like No. 5 R, except that
there is greater space between the ruled lines. Price 6d.

;
post-free

8d.

No. 5 M.—Exactly like No. 5 W, but with a ruled margin at the left

side of the page for the purpose of reference marks, numbers, etc.

Price 6d. ; post-free 8d.

No.r6.—Unruled, to open at the side. Elastic binding, 240 pp., 6d.
;

post-free yd.

No. 20.—Single lines, stiff boards, marginal red line. 200 pp., 8\ in. by
5| in., elastic binding, 8d. ; post-free oxl.

No. 21.—PITMAN'S S-0 (Side-Opening) REPORTER'S NOTE-BOOK.
Elastic binding ; opens flat. 200 pp., 6d.

ELASTIC-BOUND NOTE-BOOKS. Made of the very best paper,

to open flat on the desk, strongly bound. As supplied to His
Majesty's Government. Nos. 12 and 15 are made of slightly

thinner paper.

No. 7.—Single lines, half-cloth,

8.— „ (red) „
»» "•

—

»t *»

„ 10.— „ cloth,

„ 12.—Single lines, stiff boards,

„ 15.— „ „ (stitched),

150 pp., , 8 by 5, IS.

200 „ 8 „ 5, is. 6d.

180 „ 9 ,, 5|, is. 6d.

250 „ 9 „ 5*. as.

400 „ 8 „ 5, IS.

250 „ 8 „ 5, is. 6d.
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NOTE-BOOKS, ETC. (continued).

POCKET NOTE-BOOKS. Elastic binding, made of the very best
paper.

No. 17.—Single lines, half-cloth, 120 pp., 7J by 4£, od., post-free,

iod.

M 18.—Double lines „ 120 „ 7j- „ 4£, od., post-free

iod.

PITMAN'S NOTE-BOOK COVER AND TRANSCRIBING SLOPE.
9 in. by 5 in. With Note-book, 2s.

No. 19.

—

Refills for above. 9 in. by 5 in. Red, marginal ruling.

140 pp., 6d.

A LIBERAL REDUCTION IS ALLOWED ON A QUANTITY.

TYPEWRITING.

PITMAN'S TYPEWRITER MANUAL. Illustrated with numerous
facsimile plates. Lists of abbreviations. Fully explains the Touch
Typewriting Method. Fourth Edition In large post 4to, cloth, 3s.

PITMAN'S EXERCISES AND TESTS IN TYPEWRITING. Contains
upwards of eighty exercises, forty tests, a list of the chief towns
in the United Kingdom, specimen addresses, draft directions for

practice in business composition, postal information, lists of foreign

words, phrases and sayings, business terms, newspaper expressions,

etc. Second edition, revised. In foolscap folio, price 2s. 6d.

PITMAN 'S TYPEWRITING EXAMPLES, Forty-eight facsimile exam-
ples, embracing a variety of typewriting work. In foolscap folio,

2s. 6d.

Ditto. Printed in oblong note-book for standing by the side of the
machine, 2s.

Ditto. Note-book form, in covers, is. 6d,

REMINGTON TYPEWRITER MANUAL. Illustrated. With facsimiles

and Exercises. In large post 4to, quarter cloth, is. ; cloth, is. 6d.

PITMAN'S PRACTICAL COURSE IN TOUCH TYPEWRITING. A
Scientific Method of Mastering the Keyboard by the sense of Touch.
Single Keyboard Edition, is. 6d. Double Keyboard Edition, is. 6d.

MODERN TYPEWRITING AND MANUAL OF OFFICE PROCEDURE.
Contains over 100 illustrations. Price 2s. 6d.

TEACHERS' HANDBOOK AND KEY TO MODERN TYPEWRITING.
Price 2s. 6d. Interleaved with ruled paper, price 3s. 6d.

PRACTICAL TYPEWRITING AND EXAMINATION GUIDE (Morton).
Price 2s. 6cL

(These two books are also published in one vol. Price 5s.)
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PERIODICALS.

The Magazine of Commerce and

British Exporter.
A magnificently illustrated Monthly Magazine for Business Men

and Commercial Teachers,' who desire to keep abreast of the times.

It gives the month's happenings in the commercial world and contains

special articles on important bnsiness subjects. (Established 1902.)

Monthly, 6d. net.

Pitman's Journal.
Contains six pages of Shorthand in the Learner's, Corresponding, and

Reporting Styles, with Key, besides special articles of interest to all

connected with commercial education. Subscription, which may begin

at any time, 6s. 6d. per annum, post-free. (Estab. 1842), 32 pp.
Weekly id., by post i£d.

Pitman's Shorthand Weekly.
Illustrated. Gives every week eight pages of bright and entertaining

matter printed entirely in shorthand. The ordinary letterpress pages
contain helpful articles to students of shorthand and commercial
subjects. Annual subscription, 6s. 6d. ; half year, 3s. 3d.

;
quarter,

is. 8d. (Established 1892.) Weekly id. ; by post, i£d.

Pitman's Commercial Teacher's

Magazine.
This new magazine caters for the teacher who is engaged in giving

instruction either in day or evening schools. Each number contains
special articles by well-known teachers on teaching methods, etc.,

reviews of recent commercial publications and other matters of

interest to the many teachers who are interested in commercial
education. Teachers of any business subject may obtain a copy
post-free on application to the Publishers, 1 Amen Corner, London, E.C.
32 pp. Monthly. Price Id.

The Success Ladder.
Edited by John Fenwick. A monthly magazine of cheer, progress,

optimism, encouragement, and helpfulness for everybody. Monthly,
4d. net.
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CATALOGUES, ETC.

Sir Isaac Pitman & Sons, Ltd., have pleasure in calling attention to

the following Catalogues of Books published by them. They will be
pleased to send on application any of these Catalogues, all of which
are constantly brought up-to-date. Specimen page catalogues of text-

books on Book-keeping, Law, Business Training, Commercial Corre-

spondence, and Languages, can also be had post-free on
application.

[A] COMPLETE LIST OF ALL PUBLICATIONS. 96 + 50 pp.

[D] PITMAN'S EDUCATIONAL BOOKS (Primary). 44 pp.

[E] PITMAN'S LIST FOR INFANT SCHOOLS. Books for the Child

and the Teacher. Illustrated. 20 pp., with Supplement.

[F] SOME TEXT-BOOKS specially adapted for Evening and Com-
mercial Schools. 48 pp., with illustrations.

[G] PITMAN'S BUSINESS HANDBOOKS. 16 pp.

[H] PITMAN'S SHORTHAND, TYPEWRITING, STATIONERY AND
COMMERCIAL LANGUAGES CATALOGUE. 40 pp.

[N] A CATALOGUE OF THEOLOGICAL AND RELIGIOUS
LITERATURE. 16 pp.

[O] A CATALOGUE OF GENERAL LITERATURE. 16 pp.

Any who may happen to'Tre^i^tKe neighbourhood of St. Paul's

Cathedral are cordially invited to visit Sir Isaac Pitman & Sons' Show
Room, at 14 Warwick Lane, where their publications may be examined

at leisure.





*"*- not r
tUtA°A«- d- Sn'oo^ofin

M. 27 1931

iWUS 1953 i.0

75m-7/30



YB 185
j
•4

213267

/



UNIVERSITY OF CALIFORNIA LIBRARY


